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COMMUNICATION: Elda Schiavi accepts a batch of messages 
for transmission from Ford Motor Co. headquarters in Dearborn, 
Mich., thhrough new automatic teletype relay center to other 
plant locations across the country. See story, page 32. 
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As fine as 
money can buy 


XECUTIVES and professional men 
spend thousands of hours in their 


office chairs in the course of a year. 


Beautiful in appearance, comfortable, 
with molded foam rubber seat and back 
cushions, adjustable so that it can be 
fitted to YOU like a tailor fits a suit, the 
Goodform Comfort Master DeLuxe will 
reduce fatigue, promote health and 
induce good seating habits. It is as fine 
an office chair as money can buy and 
since it will last indefinitely it is a wise 


investment. You will enjoy sitting in it 


Sentosa 


and it will help you to feel better at the 
end of a hard day’s work. 

Try a Goodform Comfort Master 
DeLuxe for 10 days—no obligation. 
Just write to The General Fireproofing 
Company, Dept M-2. Youngstown 1,0. 


GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 
DEALERS THROUGHOUT THE WORLD 
© GF Co. 1950 


Here are a few outstanding 
features of the Comfort Master 
DeLuxe that make it the choice 
of business and professional 
leaders: 


1. Five simple controls adjust 
to user: (1) raise or lower 
back; (2) move back forward or 
backward; (3) adjust angle of 
back; (4) raise or lower seat; (5) 
regulate tilting of seat and back. 


2. Foam rubber cushioning 
on seat and back is resilient, 
cool, comfortable. Retains shape 
and springiness permanently. 


3. Upholstery of buyer's 
choice —all-wool Bedford cloth 
or modern plastic-coated fabric. 
Wide selection of colors. 


4. Satin-smooth, anodized 
aluminum finish never tar- 
nishes. Washing with soap and 
water keeps clean and sparkling. 


5. Welded, heat-treated 
aluminum frame will not dent, 
bend or break. Cannot split, 
splinter or warp. 


6. Rugged chair irons designed 
specially for Comfort Master 
DeLuxe. Four or fiveadjustments 
controlled by iron. 


7. Ball-bearing casters are 
hard or soft rubber. Sockets 
rigidly molded into base, guar- 
anteed to hold casters. 


8. Pays for itself. Prorated 
ten-year cost is under 7¢ a day— 
the value of only a few seconds 
of an executive’s time. Buying a 
Comfort Master DeLuxe is a 
good dollars and “sense” invest- 
ment that pays big dividends. 


Compare this handsome Goodform Aluminum 
Adjustable Chair, No. 3507, with any other 
executive chair available anywhere. See for 
yourself how it excels —in beauty, style, 
comfort, convenience, sturdy construction and 
finest quality throughout. 
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Dictation is EASIER 


Here is Push-button” 


dictation... 
...at its automatic BEST! 


Totally unlike any previous type of dictating machine 
...the AupocrarH Electronic Soundwriter permits 
you to work as fast as you can think! 


No delicate adjustment, nothing to get out of order. 
No arms to lift . . . no needle to locate. Its single lever 
control and lightweight hand microphone provide 
instant action. 


...the secretary's pride and joy! 
The Aupocrapu Secretarial Model gives to your secre- 
tary a quick release from the tedious and time-wasting 
part of her job— “taking” dictation. Instead, she has a 
new spirited servant that makes her work more 
resultful, more important, more interesting. 

“@In scores of reported cases, AUDOGRAPH dictation 
cuts in half the dictating and transcribing time. You 
get more work done in each day, and your secretary 
becomes a topflight ‘executive assistant.” 

@For full facts about Aupocrapn... the versatile, 
efficient, time and money-saving means of getting things 
done... just use the coupon. Why not do it today? 


GAUROGRAPH = 


& THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


AUDOGRAPH sales and service in 180 principal cities of the 
U_ S. See your Classified Telephone Directory—under “Dic- 


tating Machines.’’ Canada: Northern Electric Company, Ltd., a 

sole authorized agents for the Dominion. Overseas: Westrex NEMO 2. ccccccccccccccccccccccccocccccccsccceccesceoecoecoseoeoeosesoes 

Corporation (export affiliate of Western Electric Company) > Title tae 

in S3 foreign countries, CY. TMM n ve enccccnncennvenscee MMM esrrevrerersorecessoers coeccccccccces ceccccccccece 
NEON Oa RS AONE NED OT. hi cilnicccnbapceennedd : 
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“The Franchise that means 
quality Merchandise” may 
be open in your commun- 


. . . Inquiries invited. 


“Harry Simpson has given 
me sales talks about his com- 
pany for several months. A 
few days ago I was in his 
building and stopped at his 
office. 

“T have never thought that surroundings 
made too much difference, but Harry's 
general office gave me a sales talk that 
changed my mind. It radiated quiet effi- 
ciency and comfort. Not that it was fancy— 
it just looked like a place where people did 
things well and enjoyed doing them. That 


WEUTRA-TONE 


The office that gave me a sales talk 


office said to me very clearly—'Simpson 
knows how to run a business.’ 

"The result? Well, Harry has a new 
customer and I am doing over my office.” 

“Y and E” equipment can help you make 
your office into an effective sales tool— 
and “Y and E” equipment will help get 
the work done after you have made the 
sale. Call a “Y and E” representative for 
suggestions and details. Pictured above 
is an installation of the 6600 line—one of 
several distinguished lines designed and 
manufactured by “Y and E.” 


GRAN Also Makers of Quality Filing Systems and Supplies 


1045 JAY STREET - ROCHESTER 3,N.Y., U.S.A. 
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A. 


Office 
Management 


AUGUST 
Volume 11 


1950 
No. 8 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


What’s Your Business? 


THE OFFICE LOBBY these days is 
looked upon as much more than a 
place of reception or a waiting room. 
Like the title page of a book, it is in- 
dicative of the contents, the purpose, 
and the tone of the office as a whole. 
It is, in effect, a most powerful ad- 
vertising medium, with a never-fail- 
ing audience, and as such deserves 
the best available treatment to under- 
line the message it carries. 


In reception rooms of the General 
Petroleum Building in Los Angeles, 
one of the most important newer 
office structures in the country, photo- 
murals are used to impress upon the 
visitor the nature of the company’s 
business—another instance of a trend 
in office wall decoration which has 
gained great momentum in recent 
years. 


The picture at the top of this 
column shows one of these murals, 
which makes effective decorative use 
of a picture of the Hortonsphere high- 
pressure containers at the company’s 
refinery in Torrence, California. 


Member of Audit 
Bureau of Circulations 


Member of 
Associated Business Papers 


M. A. Geyer, President; Donald McAllister, 
Vice-President and General Manager; Thomas 
V. Murphy, Editor; Hugh Ward, Advertising Di- 
rector; John M. Smythe, Mid-West Manager; 
Heskett K. Darby, Raffaela Pastore, Alistair P 
Masson, Associate Editors. 

Advertising Staff, New York: Jas. E. Neary, Jr., 
Eastern Manager; Fred Steinhilber, William H. 
Hasbrouck, Jr., Charles B. Rosengren, Bernard 
E. Neary, Circulation: M. T. Weeks, Manager. 
Production Department: James V. Quirk, Man- 
ager; Milton Sharon. Art Director: Joseph 
Hochfeld. 


Branch Offices: Boston 16, 471 Statler Bldg. 
(Liberty 2-9677), Meade & Co., E. P. Meade, 
Mgr., A. C. Kretschmar; Chicago 1, 228 North 
LaSalle St. State 2-2911), John M. Smythe, 
Tom Bulger, Earl J. Lasworth; Los Angeles 5, 
2506 W. 8th St. (Dunkirk 7-6149), Chris Dun- 
kle & Associates; San Francisco 5, 681 Market 
Street (Donglas 2-2597), Alexander Rattray; St. 
Louis 1, 411 North Tenth St. (Chestnut 1965), 
James R. Wright; Dallas 6, 5241 Bonita Avenue 
(Taylor 0888), Francis Burt; Denver 3, 1118 
Washington St. (Main 8355), Ray Thierer. 
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Te SR Fac 


typing costs 


efficiency UP.  - 


Easy reading .. . fewer errors . . . less typing time are good money- 
saving reasons why the Line-a-time should work for you. 

Holding the notes in the most natural position . . . to the front at 
eye level, Line-a-time eliminates head twisting and eyestrain fatigue 
. .. Line-a-time makes reading easy. 

Line-a-time reduces typing errors by underscoring the line to be 
typed . . . prevents skipping a line. It is the 
modern approach to increased typing speed, 
efficiency and lower costs. 


e Try a Line-a-time in your office. You’ll find 
efficiency goes up and typing costs go down. 
For proof that Lirie-a-time will simplify, ease 
and increase typing with accuracy and economy 
phone your nearest Remington Rand represent- 
ative... or send coupon. 


Flemington. Bland 


Remington Rand, Business Machines & Supplies Division, Room 2228 315 Fourth Ave. N. Y. 10. 
Yes, I’m interested in the Line-a-time copyholder. Please arrange for a 
demonstration in my office. 


City. Zone. State 
Copyright 1950 by Remington Rand Inc. 


OFFICE MANAGEMENT AND EQUIPMENT 


BOOKS AND PAMPHLETS 


Climbing the Executive Ladder (Mc- 
Graw-Hill Book Co., New York 18, 
N. Y.; price $2.95) is labeled by the 
authors, George J. Kienzle and Ed- 
ward H. Dare, as “A Self-Training 
Course for Those Who Want to Suc- 
ceed.” In it an earnest effort is made 
to indicate the factors which in most 
cases lead to success in business, and 
to show the reader how to utilize them 


' | in moving up the executive ladder. 


After a section in which the reader 
is inspired to take a look at himseli 
and summarize his qualifications, the 
book goes on to discuss his relation to 
other people, and the best means of 
communicating his ideas to them. 
There is a closing chapter on a sub- 
ject many executives and would-be ex- 
ecutives these days need advice on— 
“How to Relax.” 

A useful appendix enables the reader 
to rate himself on his executive qualifi- 
cations. 


It is well to note ‘at the beginning 
that The Stenographer (Greenberg: 
Publisher, 201 East 5th St., New York; 
price $1) is not precisely what the title 
might indicate. This new publication 
is no detailed account of the duties of 
a stenographer or suggestions on how 
to improve her work. It is a photo- 
graphic study of unconventional as- 
pects of the stenographer’s life between 
the hours of 9 and 5. 

The text is kept to a minimum—pic- 
tures convey the story. The book is 
made up to resemble a stenographer’s 
notebook. Leroy F. Lustig is the au- 
thor, and the photographs of the trials 
and the thrills of an indispensable 
member of the office staff are by Wil- 
liam Richards. 


Audits by Certified Public Account- 
ants, Their Nature and Significance, 
has been published by the American 
Institute of Accountants, 270 Madison 
Ave., New York, priced at 50 cents a 
copy. 

The 56-page booklet is prepared with 
one purpose—to make clear to credit 
executives, stockholders, management, 
teachers, businessmen, and bankers the 
nature and significance of an audit and 
how it is conducted. 

Discussed in detail are financial 
statements, the CPA report, auditing 
philosophy, and auditing procedures. 


Techniques of developing and_ in- 
stalling a system of work measurement 
adaptable to a variety of operations 
are described in a 44-page, well-illus- 
trated booklet, A Work Measurement 
System: Development and Use (A 
Case Study), issued by the Bureau of 
the Budget. It is available from the 
Superintendent of Documents, U. S. 
Government Printing Office, Washing- 
ton 25, D. C., priced at 30 cents. 


Published for the use of Federal 


| agencies as a guide in the improve- 
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PUBLIC) 7y DESK 


“TIME |S MONEY!” THE BOSS TOLD SUE, POOR MAILROOM RED WAS ALL WOUND UP 
"AND YOU WASTE MUCH TOO muCcH!” WITH STRING AND TWINE AND GLUE. 
THEN TEX TIPPED SUE TO TEXCEL TAPE “HOLD ON!” SAYS TEX, “LET TEXCEL TAPE 
THAT STICKS WITH JUST A TOUCH! WRAP UP THAT JOB FOR you!” 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
IS WORKING SMOOTH AS HONEY, 
AND THATS CAUSE TEXCEL TAPE, OF COURSE, 
SAVES TIME, SAVES WORK, SAVES MONEY! 


P ‘OUR OISPENSER IS A BETTER TYPE 
© ()? HAS A STRONGER FRAME AND 
A CANDY STRIPE!” 


“NO POINT IN WASTING TIME AND PAINT 
TO COLOR A SALESMANS CHART, 

WHEN COLORED TEXCEL DOES THE JOB 
SO NEAT AND QUICK AND SmaRT !” 
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STICKS WITH A TOUCH 
INDUSTRIAL TAPE CORPORATION ° NEW BRUNSWICK, N. J. 


TEX. saves tHe vay at THE OFFICE! 
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STRETCH Your Office 
Without Touching a Wall... 


Here’s one way to get more breathing space in your office. 
CRESTLINE’s 46” Vert-A-Fold Typewriter Desk is your an- 
swer. Just 46 inches wide and yet it holds a full size typewriter 
with ease, has full leg room, ample stationery storage, plus 
roomy top work area. An ingenious spring-balance allows the 
typewriter to be swung into position or stored safely away with 
a feather touch. Here’s full size efficiency on amazingly small 
floor area. 


These plus features combined with Security CRESTLINE’s solid 
construction and matchless appearance make the 46” Vert-A- 
Fold a secretary’s delight and a purchasing agent’s dream come 
true. 


Write for full details . . . no obligation of course. 


i ible keane 


MTFL-46 CRESTLINE Vert-A-Fold Desk 


SECURITY STEEL EQUIPMENT CORP., AVENEL, N. J. 


ment of measures of work perform- 
ance, the booklet is also being made 
available to private business firms and 
the general public. : 

The study is based on the experience 
of one large Federal agency, the Office 
of the Adjutant General, in the devel- 
opment and use of work measurement, 
but is supplemented by information de- 
rived from the experience of other 
Federal agencies and private business 
firms. 

The booklet describes a measure- 
ment system peculiarly suited to ad- 
ministrative and service-type work in 
both Government and business. This 
system provides a basis for measuring 
activities which have generally been 
considered unmeasurable by traditiona€ 
methods because the operations per- 
formed are much less routine than 
those normally found in the manufac- 
turing or more repetitive types of of- 
fice work. 

One of a series of management bul- 
letins prepared by the Bureau, the 
study discusses types of work measure- 
ment, approaches to the development 
of an appropriate system, selection of 
work and time units, establishment of 
work standards, reports and analyses, 
and uses of work-measurement data 
in programming, budgeting, and day- 
to-day management. 


Getting the Right Job, a booklet of 
16 pages designed for recent college 
and high school graduates, has been 
published by the Glidden Co., 1396 
Union Commerce Bldg., Cleveland. 

Filled with helpful pointers for job- 
seekers, the booklet was prepared by 
John H. Weeks, director of personnel 
relations, who points out in the intro- 
duction that getting the right job is 
about 90 percent preparation and 10 
percent presentation. 

Special sections deal with procedures 
in choosing the proper field of en- 
deavor, preparing data sheets of quali- 
fications and background, locating 
possible employers, preparing for per- 
sonal interviews, completing company 
application forms, and keeping job op- 
portunities alive. 

Included in the book are hints on 
distribution of data sheets, dressing for 
interviews, and proper steps to be 
taken after the interview. 

“Competition for jobs is becoming 
increasingly great,”) Mr. Weeks says, 
“and the applicant who follows the 
basic job-seeking procedures will have 
a better chance of getting the job he 
wants. Following these steps, which 
are almost universally accepted, creates 
a favorable impression since it saves 
time both for the applicant and the in- 
terviewer.” 

The booklet is distributed to all high 
schools and college libraries through- 
out the country. Copies are available 
without charge by writing the com- 
pany direct. 


Summary of the Hoover Report, a 
32-page condensation of the volumin- 
ous findings of the Commission on 
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More complaints about our price lists? . 


EM! 
OUR CUSTOMERS SAY THEY’RE SO BLURRED NO ONE CAN READ TH 


“lf we ran them on 
Hammermill Mimeo- 
Bond, Mr. Grey, we'd 
be sure of clean, clear, 
easy-to-read copies!’ 


a 1 
? A 
e 
% 
bs 


por 


If your secretary has used Hammermill Mimeo-Bond, 


q 
: she’ll tell you that it will make your messages stand 
out with sharpness and clarity that invite reading, 
+ command attention ... that she can get as many as 
& 5000 clear copies from a single stencil! 
er If your secretary hasn’t yet tried Hammermill 
ti Mimeo-Bond, she’ll be all smiles when you get it for 
j her. She'll like the way this crisp, lint-free paper ig 
aa helps her turn out longer runs at top speed... and be hy 
sans fe proud of the attractive work she turns out for you. 1 ee 
* Test Hammermill Mimeo-Bond FREE in your ‘ ans 
& own office. 1 Re 
al 


FREE | (00 SHEET TEST pac, 
madyond wing e woety | Oe HAMMERMILL MIMEO-Bowp sai 


your needs on Hammermill 


ILD 
ane een eta Send coupon now / 
————— ” 


pAMMERMIL, 
“MIMEO-BOND 


HAMMERMILL MiIMEGGRAPH PAPER 


eg Ne Beg eee 


Hammermill Paper Company 
1471 East Lake Road, Erie, Pennsylvania 


new sample book of Hammermill Mimeo-Bond. 


Name 


Position 


1 
| 
| 

Please send me — FREE—the 100-sheet test packet and the 
| 
l 
| 
| 


LOOK FOR THE WATERMARK ...II iS 
HAMMERMILL'S WORD OF HONOR TO THE PUBLIC 


(Please attach to, or write on, your business letterhead) OM-Aug. ® | 


Le eee eee ee meee we mamae 
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FIGURE FASTER WITH 


MARCHAN 


AMERICA'S FIRST 


NOW there's a MARCHANT with AUTOMATIC MULTIPLICATION 
to fit every need and business budget. For heavy volume 

work the FIGUREMASTER is recommended ... for lighter work the 
_new low-cost FIGUREMATIC is ideal. On both models a touch 

of the fingertip enters the multiplier digits POSITIVELY ... 

the carriage shifts AUTOMATICALLY. . . the answer appears 
SIMULTANEOUSLY —with but a fraction of the effort required on 


any bar-type calculator ...and with absolute accuracy. The 
MARCHANT MAN in your phone book is ready to prove this by a 


demonstration on your own work. Call him today or mail the coupon. 


MARCHANT CALCULATING MACHINE COMPANY 


Oakland 8, California ES H 


Please send me free information about the new 
Marchant Calculators CT Rental 


Name. 


City. State. 


OFFICE MANAGEMENT AND EQUIPMENT 


Organization of the Executive Branch 
of the Government, has been pre- 
pared by Cresap, McCormick & Paget, 
well-known management’ engineers, 
342 Madison Ave., New York. Pub- 
lished by them as a public service, the 
report is obtainable without charge. 

The well organized condensation in- 
cludes plenty of helpful organizational 
charts for the guidance of the reader. 

“Cresap, McCormick & Paget was 
privileged to execute a major project 
for the Hoover Commission,” the firm 
reports in an introduction to the sum- 
mary. 

“In this capacity, the firm acquired 
firsthand familiarity with the work 
and workings of the Commission, and 
can testify that the manner in which 
the Commission organized its assign- 
ment from Congress brilliantly illus- 
trates how to set about a task of an- 
alysis and recommendation. The 
Hoover Report is today’s outstanding 
demonstration of the use of* objective 
counsel; of the role of the manage- 
ment engineer.” 


Case Experiences in Office Cost Re- 
duction, is the title of report number 
126 recently issued by the American 
Management Association, 330 West 
42nd St., New York. The contents rep- 
resent various papers which were pre- 
sented at a recent office management 
conference held by the AMA. 

Divided into two parts, the 40-page 
booklet discusses such topics as Audit- 
ing Job Evaluation, Office Equipment 
Controls, Better Office Training for 
Cost Reduction, and A Short Cut in 
Preparing Lists for Publication. 

Part two includes talks on Using 
Forms to Cut Costs, Departmental Re- 
organization, and Control of Extran- 
eous Office Functions. 

The booklet is priced at $1 from the 
Association. 

Another booklet in the AMA’s office 
management series is number 125, 
Getting Full Value From _ Space, 
Equipment, and Procedures, priced at 
75 cents. 

Topics covered in this 34-page 
pamphlet include The Paradox of 
Mechanization, No Filing—No Costs, 
Saving Space With Functional Furni- 
ture, and Miscellaneous Opportunities 
for Cost Reduction. 


BOOKLETS AND CATALOGS 


Time, People and Equipment, a 24- 
page booklet published by the Clary 
Multiplier Corp., San Gabriel, Calif. 
is a summary of basic rules and helpful 
information for the modern manager 
of an office or department. 

It discusses these subjects in a sim- 
ple, objective manner. Stripped of all 
non-essentials and unnecessary verbi- 
age, it tries to present the most mod- 
ern thinking and most concise sum- 
mary of rules available for the guid- 
ance and profit of office management. 

Now in its second printing, the book- 
let is available on written request. 
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SPONGE CUP 


This cross-section view shows the 
No-Over-Flo construction details. 


Has surplus water compartment... provides 
added cleanliness and convenience 


Customers go for this sponge-cup at first sight — adds to the appearance of any desk. More- 
— call it be most practical device of its kind over, it rests on a built-in rim of rubber that 
they’ve ever seen! And they’re right . . . its prevents sliding or scratching. 

No-Over-Flo feature is outstanding. And its T li ae 1 j ith 
two-part construction is designed to provide he selling price is only $1.00 complete wit 
easy, thorough cleaning. sponge — subject to your regular trade discount. 


Along with its efficient usefulness, you get Stock up now on this revolutionary, new 


good looks . . . for the Sengbusch No-Over-Flo sponge cup. We'll include a supply of blotter 
Sponge Cup is made of beautiful, lustrous plastic NOF-1 with your imprint. 


MTG SR PLL LOVE Late 180 Sengbusch Bldg. * Milwaukee 3, Wis. | 


KEE JOx, 
KEE-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. Kee Lox is 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


ae 
“4 i 3 
* ee 2 % 


“ERECTRHIC] 
TYPEWRITERS. 


The NEW Kee Lectric Carbon is built up with Tissue Spe- 
cially made for the above machines then coated with a New 
Si er ee Scientific coating for wear and cleanliness. 


The Combination gives a perfect sheet of Carbon for this extra 
hard use. The percentage of saving is surprising. Send for | Kee Lox Mfg. Co. | 
samples. No obligation whatever. Rochester 1, N. Y., U.S. A. | 


Yes, Please send Free Samples. No obligation. 
Kee Lox Manufacturing Co. Dies hated saints Su-tha-tssapehunl chen ee | 


Rochester 1, N. Y., U. S. A. DNR Si winsininentesisdiin Cadh dokarieil erties crn | 
Branches in Most Cities | PONE. cb. eackeaths «nee ve do binbceeaeer eae | 


hb Pore: Ce i a ee re FB iceihn tn baaeibic cis vesank Ss che de didapedosveveesesertadstine | 
for Exclusive Distribution, | Sign ite 


———— tt a << << Game comet comme 


August, 1950 OFFICE MANAGEMENT AND EQUIPMENT il 


i p . Tree oe : a ae Ll ae (ee : a a aa alt 
2. i Bie a ge es eee eS So i ee 
= ae & o te ie bitale PH -— oo 5 te: * 4 py ” | aa ie We es 7 eg ; 
i Bei Sag 4 7 oh mes P 7 ie ; ‘nar : Pa ee seg a eae oe, i ea 

Eieeees 4 5 Bate te sia hice et Sees 
eee: pO ag si: Dy a ot “yD Sees 
eee HE Tate am hosed = Meets ee 
Set yaa: adalah F ae ae *aNAY Ww’ Bcd 
Posccced { oF Se - aa oe \e 2 y } Bosca 
Seinen ks, . ; J «at. X, \ Soe 
pe qe b} = Swe Pee ae) Sua 
ie ap tn at * Re Sore see 
sue C—O ae I pene a ek gar Ret C8 pee 
a fy |BANNe besa Sten! 5 5 ee 
Eee > = zz | NENT WEN J] 33 eee 
ieee _ 4 9  » alias os SEN es Ai| * * See 
See — + F 4 s # Sate Sa * : See 
pee > ———s ee ||| er i) 
Ses % a 4 cc Sees 
Ses Ec 3 See 
See . —— Besos 
See Sees 
BE ne eomnnmnnnnee a i = Sees 
ESS a 
LL} 
salereresenteseeaenananeteteteteteretenmrstoometeanenenaeatenntetanensneemencomaetaansesanateteambeneestsneemisenenetetarenstan tenet steteestsnnnsatenasionsatatonat teneitonnssnsentonetaetatstetenmtenesonensenmmecneatoneterstonaetatatenennisienssnsteretoceranenanatetetenetcnnammnnenmeneceesenatenetanetotaberssonmsenessetenerenasasetenataeetetmtenenerenenninensmenrtatststatatsbetntetetenstennensennenenetatet 
See ee seers TORTI ITO OL RRR PPI TOTO DIP OOOOOO OS BS siiaseosoae 
[t's Bran : 
—e See ca 3 ml 
; oe ae att Benton» tae os ee. . a 
a ais peat’ 
¥ ae ae 
ae: ¥ 7 ie a “E™ 
a e « vf 
eae a a 
os ™ . 
e 2 me 
. ‘ | ee 
: as ee ce f 
Tres ] 
| 
| 
Spb Seen eeiedineneeineeineeneneneeeeiineieinetasinsiinsenaniaianaals 
| 
} 
Sc a al Ci ee ls 


re 


Dip-Less 444 


@ EASY TO CLEAN—EASY TO FILL 

@ WRITES 300 WORDS AND MORE, WITHOUT REDIPPING 
@ WORLD’S LARGEST SELECTION OF POINT STYLES 

@ INK-LOCKED AGAINST ACCIDENTAL SPILLAGE 


1IO-DAY 
FREE TRIAL 


We want you to know how good a desk pen can be. We want you 
to experience the writing comfort, ease and efficiency a Dip-Less 
444 can give—in your own office. Thus, this offer. Try one—for 
ten days—on your own desk—at our risk ! 


ae sie ki 
gees. 
: F ‘ : = 4 “ON, pe 


3 
ee 
if 


There are absolutely no strings attached—no obligation whatsoever. 


AMERICA’S FIRST PEN MAKER 
12 OFFICE MANAGEMENT AND EQUIPMENT August, 1950 
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write for mouths 
Desk Pen Set | 


' aw 


@ ALWAYS READY TO WRITE A 
@ HOLDS A FULL OUNCE OF INK | ltt 
© CANT LEAK—WON'T FLOOD 
‘@ PERFECTLY BALANCED PEN 


“Ink-locked”’ 
against 

accidental 
spillage 


Single Sets 
$3.75 and $4.25 
(slightly higher in Canada) 
Choice of black, 


? clear, green, gray, 
or maroon. 


Choose “Ihe Right Pot 
For “The Way You Write 


With Dip-Less 444 Desk Pen Sets you have your choice of world- 
famous Esterbrook Points—the world’s largest variety of point 
styles. You can choose the precise point for your kind of writing. . . 
for your particular writing job. There are specific points for short- 
hand, bookkeeping, accounting, manifolding—points even for left- 
handed writers! And . . . should you ever damage the point of your 
Dip-Less Pen . . . you can get a new one at any pen counter. You 
can even screw in this new point yourself! 


FREE TRIAL COUPON 


— ee eee ee ee ee ee ee eee esas ss eee 


MAIL THIS 
COUPON TODAY 
-- - TOGETHER 
WITH YOUR 
LETTERHEAD 


THE ESTERBROOK PEN COMPANY, 

Cooper Street, Camden, N. J. 

Please send me a new Dip-Less 444 Desk Pen Set. It is understood 
that I may use the set for 10 days and then return it to you—without 


obligation—if I do not care to keep it. If I elect to keep the set it is 
understood that your representative will call. 


— 


NAME. 


FIRM. 


TITLE. 


STREET. 


CITY. ZONE. STATE. 


NAME OF STATIONER. 


— << at SE ewer nen tame ———— 
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BOOKLETS AND CATALOGS 


Incandescent Unified Lighting is the 
title of an unusual catalog released by 
the Art Metal Co., 1840 East 40th St., 
Cleveland. The 46-page book is said 
to be unique among lighting catalogs 
in the amount of detailed information 
presented. All the data needed to 
specify and use incandescent lighting 
equipment is arranged in simple form. 
In addition to illustrations of each 
product, there are cross-section details 
and complete product specifications. 
The catalog is indexed for reference. 


Recently published by the Society 
for Advancement of Management is a 
152-page book on the proceedings of 
the fifth annual time study and meth- 


ods conference which was jointly spon- 
sored by the SAM and the American 
Society of Mechanical Engineers’ man- 
agement division. 

The book is priced at $3 to members 
of these organizations, and $5 to non- 


members. Obtainable from SAM 
headquarters, 84 William St., New 
York. 


An illustrated 12-page booklet giving 
details of a new laminated panel de- 
signed to provide permanent curtain 
walls or interior partitions, is avail- 
able from the Kaylo Division, Owens- 
Illinois Glass Co., Toledo, Ohio. 

The booklet describes Kaylo lami- 


The New 
mailMaster 


Opens, Seals, Stamps Mail ! 


2 fens new mailMaster saves precious time 
and money for anyone using the mails. 
Ideal for any office—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
opening, sealing and stamping units. Protects 
postage. 

It’s easy to operate. To open envelopes, 
simply insert the envelope in the machine, 
press down a lever and zip . . . it’s opened! To 
seal envelopes uniformly and thoroughly, en- 
velope flap is drawn across a convenient re- 
cessed table-type sealer. To affir postage, 
simply press down on the plunger and a stamp 
is automatically and securely affixed. Holds 
500 stamps. 

All-steel construction. Soft gray wrinkle 
finish with chrome trim. Dimensions: 7” 
square; 814” high. Weight 61% lbs. 

Available at Commercial Controls offices in 
principal cities—listed in telephone directories. 
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Only *52°.... 


| COMMERCIAL CONTROLS CORPORATION 
| Dept. OM, Rochester 2, N. Y. 
| © Send literature and name of my nearest 
| representative. 
| 0 We would like a demonstration. 

© Send mailMasters and bill us. 
($52.50 each, plus federal and local taxes 
| 
I 
| 


F.0.B. Rochester). 
NAME 
FIRM. 


ADDRESS. 
BUSINESS___ 
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nated panels, a “sandwich” product of 
two inches thick with faces of cement- 
asbestos board and an inorganic core 
of insulation. In addition they are 
available with wood veneer, and metal 
facings. The Kaylo material provides 
a core which is incombustible, light- 
weight and strong. 

Also contained in the booklet are 
installation pictures, construction de- 
tails and technical data. Copies free 
on request. 


A series of folders describing some 
of their new products has been issued 
by International Business Machines 
Corp., 590 Madison Ave., New York. 
All are obtainable from the company 
gratis. The titles and form numbers 
are as follows: Accounting Machine, 
form, 52-8137-O; Electric Formswriter, 
form 55-8148-O; Dual Feed Account- 
ing Machines, form 52-8139-O; Elec- 
trographic Ink, form 52-8142-O; Card 
Verifier, form 52-8135-O; Time Stamp, 
form 53-8143-O; Decimal Tabulation, 
form 55-8147-O. 


Two booklets have recently been 
published by Remington-Rand_ Inc., 
315 Fourth Ave., New York. They are 
identified as LBV 538, which describes 
a line of Revere file cabinets, and LBV 
442, a booklet which tells how to boost 
tabulating card production through the 
use of specially designed card filing 
accessories. 

Both booklets may be obtained by 
writing to the company direct. 


SOLUTION TO ADDRESSING 
PROBLEMS 

A new approach to the solution of 
addressing problems was introduced 
recently. The method employs the use 
of punched cards which constitute a 
master addressing medium from which 
Dick strips, envelopes and wrappers 
may be imprinted at high speeds by 
the spirit duplicating process. 

These cards are then run through 
machines especially built for this pur- 
pose by Business Systems, Inc., 310 
North 11th St., Philadelphia. 

The method is said to provide all 
the speed, flexibility, and accuracy in- 
herent in punched cards for sorting, 
tabulating and filing. 

Demonstrations have been held un- 
der the direction of system expert H. 
Kenneth Marks, of Marks, Adams & 
Co., 444 Madison Ave., New York. 
The method demonstrated is one of 
several developed by Mr. Marks. 


VALUE IN SHORTHAND AND 
YPING 
Alert and able young men should 
bear in mind that, whether they intend 
to enter business or a profession, a 
most useful key to their career goals 
(To Page’ 16) 
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The Swing is to 
TYCOON! 


Here are a few of the many 
business leaders who have found 
that SoundScriber’s sensational 
TYCOON Model meets their need 
in dictating equipment. 

American Brass Company, The 

American Thermos Bottle Company, The 

Atchison, Topeka and Santa Fe Railway 

Company, The 

Blaw-Knox Company 

Blue-Jay Products 

Botany Mills, Inc. 

L. L. Brown Paper Company 

Celanese Corporation of America 

Chain Belt Company of Milwaukee 

E. |. DuPont de Nemours & Company 

Gannett Newspapers, The 

Gulf Oil Corporation 

P. H. Hanes Knitting Company 

Inland Steel Company 

International Business Machines Corp. 

International Silver Company, The 

lowa Power and Light Company 

McGraw-Hill Publishing Company, Inc. 

Magee Carpet Company, The 

Mayo Clinic 

Minneapolis-Honeywell Regulator 

Company 

Pan American World Airways System 

J. C. Penney Company, Inc. 

Penton Publishing Company, The 

Pillsbury Mills, Inc. 

Rohm & Haas Company 

A. ©. Smith Corporation 

Waterman Steamship Corporation 

World-Herald, The (Omaha) 


Call your SoundScriber man for a 
demonstration TODAY! Or mail 
the handy coupon below to get 
complete information. 


JOUND/CRIBER 


First All Electronic Dictating System 
First Disc Dictating Equipment 
230 Sales and Service Centers Coast to Coast 


| SOUNDSCRIBER CORP., New Haven 4, Conn. 7 

I Please send me “Tycoon” Brochure 

i Nome. 

| Adar as 
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TOOLS OF THE OFFICE 
SERIES FOR 1950 


JANUARY 


Office safes, check devices, and execu- 


tive chairs. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


Purchasing Guide 
ment this month. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor covering, mailroom equipment 
and machines, and shelving. 


JUNE 


Duplicating machines, photocopying 
equipment, and whiteprinters. 


JULY 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 


AUGUST 


retarial posture chairs. 


SEPTEMBER 


Adding and _ caleulating machines, 
microfilm equipment, and dictating ma- 
chines. 


OCTOBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


NOVEMBER 


File cabinets and transfer files. 


DECEMBER 


| Executive desks and supply closets. 


Issue—no install- | 


DO YOUR OWN 


plastic binding 


for only a few pennies a book 


You can definitely improve the ef- 
fectiveness of your catalogs, pres- 
entations, reports, with GBC plastic 
bindings and equipment.* You save 
more than 50% over fastener-type 
covers. Booklets open flat . . . pages 
turn easily ...have added color. 
Anyone can operate. Complete GBC 
equipment costs less than a type- 
writer! 
*Patents Pending 
Special free trial offer trv this 
equipment in your own office or plant. 
No obligation. Satisfaction guaranteed! 
Send today for full infor- 
MEM mation and 2 FREE handy 
pocket memo books bound 
~} on this equipment. 


General Binding 
808 W. Belmont Ave., Dept. OM-8 
Chicago 14, Ill. 


tion equipment, and pencil sharpeners. | 


Staplers, numbering machines, and sec- | 


Since 
1849 
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Dottie of the flying fingers can sal- 
vage work she used tohave to re-do 
... The right Eberhard Faber Eraser 
saves time...temper...trouble...and 
cuts down on waste...Ask your Sta- 
tioner for folder “How to Make 
Corrections Practically 
Invisible.” 


TRADE MARK REG. 
U. S. PAT. OFF. 
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FANFOLD FOR 


The most economical 


eee * 


ever devised for large AN 


-- 
-- 


Is your record writing volume large enough to 
take advantage of every saving in business forms? 
If so, UARCO Fanfold Forms offer you every one 
of them: Continuous writing ... many copies... 
easy distribution ... even big savings on carbon 
paper! Users have found that no other forms 
save so much! Write them on Fanfold Machines 
Or On your present typewriters with UARCO 
Fanfold Adapters. 

The more forms you use, the greater your 
savings. Yet, UARCO Fanfold Forms have 
worked very real economies for users of no 
more than 25,000 forms a year! 

Your UARCO Representative will be pleased 
to check your forms usage and demonstrate 
the savings you can make with Fanfold Forms. 
Call him—there is no cost or obligation. 


UARCO INCORPORATED 


Factories: Deep River, Connecticut; Chicago, Illinois; 
Cleveland, Ohio; Oakland, California. 


Sales Representatives in all principal cities. 


INCORPORATED 


Business Forms 
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is skill in shorthand and typewriting, 
Dr. Adrian Rondileau, Dean of Lib- 
eral Arts of Pace College, New York, 
said recently. 


“In many business, professional and 
government occupations, ability to run 
a typewriter and take down dictation 
in shorthand offers the greatest assur- 
ance of employment, and of close, help- 
ful association with responsible execu- 
tives,” Dr. Rondileau declared. “It is 
to be regretted,” he continued, “that 
young men nowadays too often con- 
sider training in stenography and type- 
writing unimportant to them, not real- 
izing the value of an aptitude in both 
these lines, and that it might serve as 
a stepping stone to future success.” 


The educator pointed out that news- 
paper correspondents, like their col- 
leagues in the home offices, write their 
stories on a typewriter whenever pos- 
sible and that they frequently take 
light-weight machines with them on 
their distant assignments; but most of 
them have failed to learn shorthand, 
which has proved to be decidedly use- 
ful to the comparatively few newspaper 
writers proficient in that skill. 


“To the thousands of young men 
who have acquired some _ technical 
background and training for the spe- 
cial field they hope to follow, skill in 
shorthand and typewriting is that add- 
ed ability which will increase their op- 
portunities in their chosen sphere, 
whether it be advertising, radio and 
television, accounting, or any of hun- 
dreds of other fields,” Dr. Rondileau 
stressed. “The top executive who cov- 
ers a wide area in his travels needs a 
secretary who can be his right hand 
man and one who by the skills of 
shorthand and typewriting can put in- 
formation reports into a concise, ac- 
cudate form. The young employee 
equipped with these skills has some- 
thing to offer in exchange for the op- 


EFFECTIVE STAIRWAY 
LIGHTING 


Highly effective stairway lighting 
has been achieved in a novel manner 
in a new office building in Milwaukee, 
one which will house the offices of the 
Line Material Co. The lighting fix- 
ture extends perpendicularly through 
the center of the stairwell from the 
roof to the basement, carrying two 
fluorescent lamps along its entire 
length. Every corner of every step 
and landing is easily visible under 
ample illumination. 


Seeking increased safety, improved 
appearance, and simplified wiring, this 
functional approach was chosen by 
Maynard W. Meyer, Milwaukee archi- 
tect, and Art Wanty, Elm Grove, Wis. 
lighting consultant. A single fixture 
more than forty feet high, supported 
only at top and bottom, was decided 
upon, and the task of engineering and 
production was turned over to the 
Northern Light Co., Milwaukee, fab- 
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the NEW improved 


SWIFT ADDING MACHINE 


NOW with All-Steel Unbreakable Case > ay 50 
the only 9-figure machine as low as.. plus tax 
No other machine gives you such features...at so many dollars less! 


$9,999,999.99 capacity! Only machine at this low price “Pick-up” portability! Smallest, lightest complete adding 


that adds and multiplies up to 9 figures. machine on the market, easily carried in optional zipper case. 
All-Steel Case! Only machine at this low price with stream- Easy to use! 10-key keyboard, visible adding dials, red totals 
lined unbreakable steel case, in choice of smart colors. and sub-totals, oversize pica type, short stroke handle. 
| SWIFT BUSINESS MACHINES CORP. Dep. me 
. Great Barrington, Mass. es 
A MUST for executives, professional men, Please send booklet giving complete information about the is 
stores, homes and large or small offices! = vw Swi" A¢¢ing Mochine: ® 
NAME a 
_ COMPANY. pee & 
_ MAIL COUPON FOR FREE BOOKLET! ADDRESS ; 
L br wnee . : ‘ ; brs cae se ie 
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THE [GUN EXECUTONE 
INTERCOM 


Saves steps, increases 
output, cuts costs! 


Compute the cost of time wasted by 
executives and employees running back 
and forth. That’s how much the NEw 
Executone Intercom can save you! Your 
voice—with lightning speed—gets infor- 
mation, gives instructions. Your em- 
ployees accomplish more, too, with 
inter-departmental communication. “In- 
side calls” no longer tie up telephone 
lines. Office and plant operate at a new 
peak of efficiency! 


Years ahead of its time 
in operation and design! 


“CHIME-MATIC” Signalling announces 
calls with a soft chime and signal light, 
saves time on every call. New switching 
circuits for every need make new savings 
possible. Voices are clearer, distinct, in- 
stantly recognizable. Inexpensive 2 sta- 
tion system easily expanded. See it—no 
obligation. Just mail the coupon. 


Lecilone 


COMMUNICATION AND 
SOUND SYSTEMS 
ee ee ee are eae 


EXECUTONE, INC., Dept. H-7 
415 Lexington Ave., New York 17, N. Y. 


Without obligation, please let me have: 


0 The name of your local Distributor 
() Complete descriptive literature 
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NAME. 


FIRM. 


ADDRESS. CITY 
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ricators of architectural-type lighting 
fixtures. 

Extruded aluminum tubing was used 
by Northern’s engineers to mount 
T-12 single-pin fluorescent lamps con- 
trolled from remote auxiliaries. Two 
units were made. one for each of the 
two stairwells. Both units are de- 
signed so that they can be increased 
to over 100 feet in height, since pro- 
vision for adding four stories to the 
building at a later date was desired. 

Installation was made by Electric 
Sales & Engineering Co., 
contractors. 


TYPEWRITER FILM GOES 
OVERSEAS 


That the United States has been 
sending millions in dollars, food and 
machinery to peoples in other lands 
will come as no surprise. But now, 
the Government has started to export 
typewriter training. 

Recently the State Department se- 

lected for inclusion in its overseas edu- 
cational program, the Royal Type- 
writer Co. film, Right at the Start, 
ten prints of which are to be rotated 
for showing to educators, students, 
and organizations throughout the 
world. 
: The prints are going to the follow- 
ing cities for distribution within their 
respective countries: Paris, Rome, 
Stockholm, Djakarta, Manila, Bom- 
bay, Sydney, Mexico City, Rio de Ja- 
neiro, Buenos Aires, Brussels, The 
Hague, Berne, Lisbon, Oslo, Singa- 
pore, Cairo, Tel Aviv, Teheran, and 
Ankara. The State Department will 
arrange for the translation of the 
script which accompanies the film and 
possibly later on for production of 
sound tracks in foreign languages. 

Government officials chose this par- 
ticular film because of “the universal 
need and desire for expert typewriter 
training.” They discovered that the 
picture is an authoritative demonstra- 
tion film which aids teachers in in- 
structing the beginner in basic typing 
techniques. 

Meanwhile, Right at the Start has 
excited a large demand in this coun- 
try. It is said to be booked solidly 
for school re-openings, and is: being 
used widely for summer school ses- 
sions on a rental basis. In addition, 
many more prints than were originally 
anticipated have been purchased by 
schools for permanent and continuous 
use, the company stated. 


ON STORING RECORD TAPE 


Many firms have been puzzling over 
the time-consuming details of handling 
and storing the record tape of their 
proof machines. For them, the Fan- 
fold Tape Minder, produced by the 
Cycle Equipment Co., 461 Market St., 
San Francisco, may be the solution. 

Designed primarily for banking, 
brokerage, accounting, and insurance 
organizations, this compact appliance, 
when mounted in an IBM proof ma- 
chine, receives the moving tape as 
it emerges, guides it over a_ series 
of rollers which allow the operator 
easy access for checking, and then fan- 
folds it automatically to a uniform 
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electrical * 


measure, sharply creased and ready 
for filing. 
NAVY UNIT FOR MANAGE- 
MENT MEN 


An organizational meeting to acti- 
vate a Naval Reserve Volunteer Com- 
posite Unit ior management engineer- 
ing was held recently at 90 Church 
St.. New York. Attenaing were formal 
Naval men and persons associated in 
management capacities with consult- 
ing hrms, industry, and government. 
Capt. Donald Heider, USAR, promi- 
nent in management circles, was des- 
ignated as Commanding Officer. 

Membership is open to all indivi- 
duals who can quality as Naval Reser- 
vists and who wish to participate in 
the interesting duties of service to the 
nation. j 

Meetings are held twice monthly at 
the Municipal Bldg., New York, and 
all inquiries should be directed to Lt. 
Robert F. Haynes, Jr., Bldg. 4, New 
York Naval Shipyard, Brooklyn. 


REWARDING THE EMPLOYEE 


Long continued employment is 
about the most effective management 
recommendation a prospective or new 
employee could ask for in evaluating 
the company he or sie intends to 
work for, says the Northwestern Mu- 
tual Fire Association, Seattle, Wash. 

Recognizing and spotlighting this 
fact, that company’s boar directors 
recently authorized the averding of a 
choice between a_ suite! inscribed 
gold watch or silver tes and coffee 
service on the 25th anniversary of its 
employees. Previous company custom 
was to present a watch to the em- 
ployee at retirement, but it was felt 
that the earlier presentation would be 
greatly appreciated and far more prac- 
tical. 

Service pins, awarded.on a five-year 
basis, are presented by L. D. Brill, 
president, whenever possible. On 
reaching their twentieth anniversaries, 
employees are granted three weeks of 
vacation with pay, instead of two. 

The value of these long-term em- 
ployees can easily be seen when enu- 
merating the experienced personnel in 
key positions throughout the com- 
pany. “In the insurance business, where 
good judgment is so vital to the sta- 
bility and success of every company, 
this wealth of experience and wisdom 
is a highly valued asset.” 


AIR FORCE PAY 
RECORDS MICROFILMED 
The: U. S. Army Air Force is now 
microtilming the pay records of all of- 
ficers and enlisted men, according to 
Brigadier General K. E. Webber, di- 

rector of finance of the Air Force. 

“The photographic system will as- 
sure a minimum of misunderstandings 
and errors in the pay status, and will 
facilitate matters when personnel make 
a permanent change of station,” he 
said. , 

Every six months, all pay account 
cards are shipped to the Army Finance 
Center in St. Louis for semi-annual 
audits. The Recordak Corp., subsidiary 
of Eastman Kodak Co., has worked 
with the Air Force to set up this 
photographic system. The microfilmer 
used is a small, combination machine 
which photographs the records and 


also serves as a film reader. 
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cut copying costs with PORTAGRAPH 


MAKE PHOTOCOPIES IN YOUR OWN OFFICE 


FASTER by far than manual copying. No pos- 
sibility of errors, no checking or proofreading 
required. You can be sure that every Porta- 
graph copy is absolutely correct. 


SIMPLE TO OPERATE — A clerk or office boy 
can use Portagraph. Frees skilled help for 
other work. 


COPIES ALL RECORDS—Anything typed, writ- 
ten or drawn on white or colored paper. 
Portagraph even copies from heavy card 
stock, cloth or film. Records may be one or 
two sided. 


ACCURATE, COMPLETE. Portagraph copies are 


complete facsimiles of the original, showing 
stamps, seals, signatures and notations. 


Rlemington. Peand 


FOR GREATER BUSINESS EFFICIENCY — USE PHOTOGRAPHY 


Copyright 1950 by Remington Rand Inc. 


VERSATILE—You can mask off confidential or 
irrelevant material . . . copy several small rec- 
ords simultaneously . . . copy two sides of a 
record (or two separate records) on a single 
sheet of Duplex paper. 


NO DARKROOM—Use Portagraph right in a 
corner of your office. Developing is simple, 
takes a minimum of space and equipment. 


Use this new, improved Portagraph to copy 
correspondence, reports, catalog pages, record 
cards, graphs, maps, blueprints — any type 
of business record. It will help a lot to speed 
your operations, lower costs. 


NEW FREE BOOKLET tells in detail just 
how Portagraph can help you. Write to 


Remington Rand, Management Controls 
Reference Library, Room 1528, 315 Fourth 
Ave., New York 10, N. Y. 
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From Files to Furniture... this Office is 
Equipped for ‘‘Better Business Living”’ 


with INVINCIBLE METAL FURNITURE 


Exctustve! 

e 

Concealed Safe Unit is a pat- 
ented feature available only to 
Invincible users because only 
the INVINCIBLE line of files 
has it! It offers guaranteed se- 


curity for your valuables and 
papers in your home or in 
your office, 
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John Naghten & Co., Chicago, Ill. 


When the John Naghten Company decided they were 
going to re-equip their office, they had one thing in 
mind — more efficiency. They chose INVINCIBLE 
Metal Files and Desks. Why? Because no other metal 
office furniture could give them the working comfort, 
the attractive appearance and durability at so low a cost! 


Make your office more efficient, and at the same 
time a better, more pleasant place to work, with INVIN- 
CIBLE Modernaire Steel Desks and Files. There are 
desks and files to meet your specific office needs. That 
means “better business living” for your employees and 
your company. 


Investigate INVINCIBLE today. See your nearest 
dealer for complete details, write direct to — 


REG. U. S. PAT. OFF. 
INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 
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A practical, efficient folding machine 
for offices, this new PB model can be 
used by anybody after a few minutes 
instruction...avoids peak period delays 
and overtime, saves hours of manual 
folding, or the expense of having folding 
done outside . . . pays for itself quickly. 

Fully automatic, high speed... takes 
all routine forms from 3x3 % to 11x24 
inches. .. makes eight basic folds. . . will 
put two parallel folds in an 8 14x11 inch 
letter size at 10,000 per hour . . . Feeds 
and delivers from the same end, saving 


Tell 


Pitney-Bowes’ New, low-cost 


operator effort and working space. 

Easily adjustable ... handy dials set 
this folder for paper thickness and 
position of folds...ready for a new job 
in a minute. Only 36 inches long, 184% 
wide, 2014 high, can be easily stored 
when not in use. 

Precision built by Pitney-Bowes, 
world’s largest maker of postage meters, 
and backed by nation-wide service from 
93 offices in U. S. and Canada... Call 
the nearest PB office for full information 
or send coupon below. 


PITNEY-BOWES 


Leading makers of mailing machines...offices in 93 cities 


Name 


PITNEY-BOWES, Inc., 2942 Pacific St., Stamford, Conn. 
Send free booklet on Folding Machine to: 


Firm 


Address 


August, 1950 
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Office Folding Machine 


...80 simple in operation 
anybody can use it! 


Single Fold 
Standard Fold 


Double Fold 


THREE of the machine's 
eight basic folds 


Measure first fold wanted on 
upper light ruler, second fold on 
lower dark ruler... 


Set dials for size of folds wanted 
—setting pointer on light dial for 
first fold, dark dial for second. 


Material is fed and removed 
from the same end of compact 
machine, saves effort and space: 
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“SCOTCH” BRAND 
CELLOPHANE TAPE is 
tops with me for all 
kinds of jobs like . . 


IT SIMPLIFIES lots of 
time-consuming 
jobs for me... 


VERY HANDY for little 
odd chores that 
clutter upaday... 


“SCOTCH” BRAND 
CELLOPHANE TAPE 
helps me in... 


HEAVY DUTY DISPENSER is a 
favorite for mail rooms and 
file departments. Refillable 
with big, economical 2592- 
inch rolls. $2.50 without tape. 


MENDING office records, file 
cards, maps, correspondence 


TAPING swatches, coins, clip- 
pings, to letters and files 


PUTTING UP office notices, an- 
nouncements, instructions 


SEALING boxes, 
bulky envelopes for mailing 


ackages, 


DESK DISPENSER has soft rub- 
ber feet, lets you flick off any 
length of tape with one hand. 
Takes 1296- or 792-inch roll. 
$1.69 without tape. 


MASKING out unwanted parts 
of duplicator copy 


MENDING torn checks, vouch- 
ers, and currency invisibly 


ATTACHING reminder tags and 
memos to letters and files 


LABELING supply shelves, rub- 
ber stamps, storage boxes 


PLASTIC HAND DISPENSERS and 
Utility Dispensers keep tape 
handy at all times, ready to 
do a thousand and one jobs 
around the office. 


LABELING file cabinet drawers, 
folders and section dividers 


CORRECTING mistakes and re- 
vising tabulating cards 


DOUBLE-SEALING important 
envelopes, confidential files 


REINFORCING binders, note- 
books, file folders, indexes 


SCOTCH 
Cellophane 
Tape 


IMPORTANT: There’smore than 
one brand of cellophane tape 
—for quality always insist on 
the “SCOTCH” brand, in the 
bright plaid container. 


‘ 
Made in U.S.A. by MINNESOTA MINING & MFG. CO., St. Paul 6, Minn., also makers of other “Scotch” Brand Pressure-sensitive Tapes, “Scotch” Sound 
Recording Tape, “‘Underseal” Rubberized Coating, ‘‘Scotchlite” Reflective Sheeting, “‘Safety-Walk” Non-Slip Surfacing, 3M” Abrasives, “3M” Adhesives. 
General Export: DUREX ABRASIVES CORP., New Rochelle, N.Y. © In Canada: CANADIAN DUREX ABRASIVES LTD., Brantford, Ontario. 
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wtth WICTOR 


mSy\ MAK-UR-OWN tnoex ras 


TRADE MARK, REG. U S.A. 


These handy tabs put an end to searching through sheets, 
pages, cards and folders in search of wanted references. Flag your 
references with an easy-to-make, easy-to-read, easy-to-handle Mak- 
ur-own Index Tab. Whether you add an occasional tab, or com- 
pletely index a record, Mak-ur-own will save you time and increase 
your filing efficiency . . . Here's how: 


WRITE, TYPE OR PRINT ANY INDEX 


Victor Mak-ur-own is available in three extensions, 44", 3%” 


and %” for one, two and three line indexes, eliminating crowding 
of titles in a too-small tab. Write, type or print any information 
you want on the label. 


INSERT IN STRIP AND CUT TO SIZE 


Fold the label and insert in a 6” strip of Mak-ur-own. Now, 
notice the handy cutting guide projecting beyond the skirt; this handy 
waxed paper insert not only makes it easy to cut tabs of uniform 
size, but keeps the gummed skirts separated until ready for use. 


MOISTEN AND APPLY TO RECORD 


Remove the waxed paper insert from between the high-quality 
cloth skirts and moisten the gumming. Attach the moistened tab to 
the record and push all the way on until stopped by the fold in the 
skirt. This gives you indexes of uniform extension, and... 


you HAVE A PERMANENT HANDY TAB 


Mak-ur-own is not a temporary affair, but a permanent index 
that will outlast the record it is attached to. Seven colors are avail- 


able (red, green, blue, yellow, orange, pink, clear) to make class- 
ification of records easy. 


Cut your indexing to fit your needs with Mak-ur-own index 
tabs . . . see your local stationer today. 


| THE VICTOR SAFE & EQUIPMENT CO., INC. 
ST NORTH TONAWANDA © NEW YORK 
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Aypait... 


LEADS THE WAY TO THE 
fj NATIONAL BUSINESS SHOW 


. .. and the newest contribution to office efficiency * \- 


The October issue of Office Management and Equipment will be a PRE-SHOW issue and a PREVIEW of all 
that’s new in the industry. 


It will be geared to render a very special service to the readers of this magazine . . . both to those of you 
who visit the show at Grand Central Palace, New York, October 23 to 28 . . . and to the thousands of busy 
executives who cannot be present. 


This issue comes at just the time when you must give keen consideration to replacements, additions and ex- 
pansions in office equipment and machines. 


IT OFFERS EXECUTIVES the opportunity to learn of the products that are available . . . and through its 
advertising pages the announcements of the manufacturers who serve you. 


Be on the lookout for your copy of the October issue 0f OFFICE MANAGEMENT AND EQUIPMENT. 


TO MANUFACTURERS OF OFFICE EQUIPMENT, 
MACHINES AND SUPPLIES 


If you are an exhibitor at the NATIONAL BUSINESS SHOW you will naturally 
want to tell this great concentrated audience of office executives about your 
exhibits. You will want to invite them to visit your demonstration. 

To you manufacturers who are not exhibitors this issue of Office Management and 
Equipment offers an opportunity to tell your product story to more than 10,000 of 
the top office executives throughout the big offices of the country .. . to tell that 
story at a time when these executives are thinking about the kinds of equipment 
you make and sell. 


An extra distribution of 1,000 copies will be made at the show—so whether you 


are an exhibitor or not, you can be a participant in the interest aroused by this 
annual event. FINAL ADVERTISING FORMS CLOSE SEPT. 10. 
MEMBER OF ABt 
— ——— , AR — 
© cmcaao OFFICE MANAGEMENT 
@ BOSTON and Equipment @® DENVER 
: @ ST. LOUIS : ® SAN FRANCISCO 
: ®@ DALLAS The Office Executive's Own Magazine @ LOS ANGELES 


212 FIFTH AVENUE + WEW YORK10,N. ¥. 


Reserve space now or ask your 
advertising agency to do so. 
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Tear out the bottom part of this ad and 
mail with A Dollar and receive 2 Revolu- 
tionary New-Type Stamp Pads of Micro- 
cellular Rubber. 


The Lint-Free Stamp Pad that inks perfectly 
with only the slightest touch of stamp to pad. 


EW-TYPE Stamp Pad 
asa gi t mer 


Mh : Ifyou use stamp pads in your office, here's a remarkable 

f * opportunity to try the new type pad that’s lint-free, 
noiseless and effortless to use. 

Sanford’s revolutionary new stamp pad of micro-cellular 
rubber eliminates noise and wrist strain because it inks 
stamps perfectly at the slightest touch. When you use 

this new all-rubber stamp pad, even the smallest type makes 
a clear and readable impression because the stamping 
surface is utterly free of lint. And this amazing new 
stamp pad—which outlasts several ordinary stamp pads— 
inks more uniformly than ordinary stamp pads 

since every pad contains 38,000 micro-cellular 

ink reservoirs. Best of all, unlike traditional pads, this 
pad can be used immediately after re-inking. 


hase of one other stamp pad at $1.00 


Accept $2.00 Value for $1.00 


Solely to acquaint you with this new development we 
make a remarkable offer. Buy one of these amazing new 
stamp pads at the regular price of $1.00 and we'll buy 
one additional $1.00 pad for you. Act today while this 
remarkable offer lasts. Send $1.00 for one Sanford 

stamp pad now and receive a second $1.00 pad as our gift 
to you. (Only one gift pad to an office. ) 


fg a” Be ay ED SO ho se tet My Pane ys + * ‘ 


ce EE ee eee ae 


Be Sure to Specify Color 


CO Red OC Blue 

0 Black CO Green (If you want two colors, 
check both.) 

D Violet CD Un-inked 


SANFORD INK COMPANY, Beliwood, Illinois 
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Now I know why the Sieelvae Stenographer’s 


is so wonderful to work at! 


Famous Steel Age Desk comfort doesn’t “‘just happen”’. In the 
case of the popular Stenographer’s Desk, for example, there are 
several great Steel Age features that make for extra work-ease 
and efficiency. The adjustable gliders, for instance, make it easy 
to achieve just the right typing height for any girl—tall or short. 


> 


The sloping stationery shelves of the top 
drawer make every stenographer her own 


Desk 


efficiency expert! They keep letterheads, 
second sheets, carbon sheets and forms 
separate, clean and easy to get at. 


- 4 
<€ 


Stenographers who need handy filing space 
can have their own optional vertical file 
drawer. It fully: extends from the desk, 
glides smoothly open—even to a light fem- 
inine touch—on ball bearing suspensions. 
No wonder stenographers everywhere are 
asking for Steel Age! ie 


ra 
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“Nelson, this firm isn’t big enough for both of us—I’m quitting!” 


in the OFFICE AUTHORITARIAN 


“WHO DOES HE think he is—Stalin?’’, we heard an aggrieved office worker 
ask a triend the other day, bringing up to date a form of rhetorical question 
probably asked for the first time the afternoon of the day the first employer hired 
the first employee, and expressive not of man’s dislike of the boss as such, which 
many bosses like to think, but of his dislike of being bossed the wrong way. 


Even in a democracy, the boss is necessary in getting things done, but the boss 
who is invariably most successful in that respect is the one who knows how to 
temper democratically the authoritarian power his job gives him. 


In the Silver Bay Conference on Human Relations in Industry, held in July at 
Silver Bay, N. Y., Walter H. Wheeler, Jr., president of Pitney-Bowes, Inc., gave 
an address on “Today's Challenge in Industrial Relations” in which he made 
this illuminating statement, doubly significant as we enter a war to curb the 
spread of political authoritarianism: 


“We must face the fact that the industrial revolution has developed a contra- 
diction between our political and social life, on the one hand, and our industrial 
and business life on the other. ‘The average individual today spends about eight 
hours of his day exercising his rights and responsibilities as a free citizen in a 
democracy. But during his eight hours on the job, he lives in an authoritarian 
world. His ability to function as a free individual is frustrated both by imposed 
leaders and by the transfer of skill and responsibility to a handful of technicians. 
The results of this contradictory life are obvious to all of you—class conscious- 
ness, aggressive dispute, regressive apathy. 

“Industry must remain basically authoritarian—at least for a long time to 
come. But admitting that still leaves a lot of room for exploring the areas which 
can be made more democratic and individually satisfying.” 
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Good training makes for harmonious progress 


training for PRODUCTIVITY 


By JAMES W. QUIGG 
Manager of Supervisory Training, Air Reduction Company, Inc., New York 


From address in New York, June 19th at annual International Cost Conference of National 
Association of Cost Accountants 


AIR REDUCTION CO.’s specialized training is as yet 
limited to certain areas of sales, manufacturing and ol- 
fice administration. I shall discuss the last area. 


THe CLericAL MAN-Hours BUDGET 


As in the broad basic area, primary emphasis in this 
specialized part of our training program is placed on 
the supervisor who, through application of the princi- 
ples of sound management, controls the capacity-and- 
will-to-produce of the employees under his jurisdic- 
tion. Since the office manager’s prime responsibility, 
as a member of the management team, is control of 
the quality, quantity and cost of his production, we 
provide him with a tool by which he can evaluate his 
clerical work load and control his clerical work costs. 
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This tool is a clerical man-hours budget tailored to 
meet his major needs and easily adaptable to include 
his minor needs. It is based on an accurate analysis 
of work performed by every clerical employee and the 
development of a standard unit time for each kind 
of work included in a job. These analyses are sum- 
marized functionally, job by job and by department, 
and the resulting “tool” provides the office manager 
with a rather exact picture of his operations, function 
by function, job by job, person by person, and by de- 
partments. It shows the standard hours of time re- 
quired to do a job versus the actual time taken by the 
personnel on the job. Inequities are thus highlighted 
for analysis and corrective action. 

This part of our management development program 
is called “supervisory training in clerical cost control” 
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Time journals such as these prove very useful at Air Reduction Company, Inc. 


and we get quickly to fundamentals. We gain accep- _ be close to the number of employees required to manu- 
tance of the fact that clerical labor cost is a major fac- _ facture the products. 
tor in business and that it represents a large part of 

the selling expense and cuts deeply into the margin of 
profit. We ask a district office manager to compare the 
number of employees required to manufacture oxygen 
and acetylene in his district with the number of cler- 
ical employees under his jurisdiction. In many loca- 
tions the number of clerical employees will exceed or 


From this comparison we are able to drive home the 
fact that an hour of clerical labor is as much a com- 
iodity in our business as is a cylinder of gas, a cutting 
tip, or a can of carbide. Using this commodity com- 
parison basis, we point out that if an office manager 
finds he can operate with one less employee at an 


average salary rate of $175 per month, the resulting 
August, 1950 


OFFICE MANAGEMENT AND EQUIPMENT 


" \ F 
| 7 | 
| | _ 
ee oae.. a - oe he Ae t ; ; ‘ , ; 
ae ee waa a ; ere) ary —_ ° # peg ee ve wae ie ae al 
a a 3 i " Fis a Peta = ere a ; 3 Eis ile a . e bs ae 
ri ing : ; * eo 7 ‘ ~ ™ 5 oe 
=. . “oe. ¢= i 
ae * —— wt Poe fo ed RS < amet ae 7 . 2B ‘i Co? x eo) ae 


SAYS MR. QUIGG: 


“The responsibility for working toward this 
goal of having each member of our organi- 
zation want to do the best work he is capable 
of doing rests squarely on the shoulders of 
our management. The concept of who com- 
prise management varies widely. In Air Re- 
duction, management includes every super- 
visor. It is company policy that supervisors 
are part of management and are expected to 


exercise their authority and responsibilities 


James W. Quigg 


as members of the management team.” 


annual saving in clerical cost is more than the profit 
on the sale of several thousand cylinders of oxygen. 

To earn such profit through savings in clerical labor 
costs requires the exercise of sound management on 
the part of the office manager, and the question of 
what constitutes sound management tie$ right in to the 
fundamentals stressed in the first part of this paper. 
It has been said that the profession of management is 
made up chiefly of men who are willing—in return for 
a chance to get ahead and a fair remuneration—io 
step up and take the responsibility for getting the job 
done. Therefore, in return for a chance to get ahead 
and a fair remuneration, the office manager, who is a 
vital part of management, must conduct the affairs 
of his office in such manner as to secure maximum 
production at minimum expense. 


DEVELOPMENT OF SENSE OF SECURITY AND JOB 
SATISFACTION 

‘To accomplish this management goal, he must know 
both the volume of work that constitutes a fair pro- 
duction output for each job and the man-hour labor 
cost to produce it. He must know also the best man- 
agement methods by which he can obtain the required 
production from his employees, who are not machines 
that can be automatically geared to produce a given 
quantity but are variable human beings who must be 
recognized and treated as such. In the final analysis, 
the dual objective of maximum and economical pro- 
duction can be accomplished by the office manager 
only through the interest and cooperation of his per- 
sonnel—through his stimulation of their will to pro- 
duce. 

There are several methods in use today that have 
been developed for the purpose of increasing produc- 
tive output of employees. One method is to rule by 
force. That method means: produce or get out. Some 
other methods also tend to ignore human values and 
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are neither economical of cost nor conducive to good 
morale. Happily, there are methods whereby man- 
agement not only attains the required production but 
also builds up or develops emloyees so that they are 
genuinely interested in their work and are ready and 
qualified to assume more important responsibilities 
when opportunity for advancement occurs. 

The first step in such a management method is ta 
make sure that the work load is distributed fairly and 
that the employee can, with proper training, handle 
the volume of work assigned to him. Second, man- 
agement should recognize that, while the average em- 
ployee instinctively wants to do a good job and to be 
proud of it, just as instinctively that employee wants 
and needs peace of mind in his job. He needs a feel- 
ing of security, job satisfaction and recognition. In 
other words, the employee wants to know where he 
stands in the eyes of management. Job knowledge 
and job performance, coupled with a sincere apprecia- 
tion by the office manager when a job is well done, 
give the employee a satisfaction and a contentment 
that are of prime importance and that stimulate the 
inherent desire to do an even better job. Doubt, fear 
and restlessness are replaced by a sense of security anda 
feeling that he or she is truly a part of our company. 


INADEQUACY OF PAst PERFORMANCE As PRODUCTION 
MEASURE 

In order that the office manager may exercise ade- 
quate administrative control, he must apply a definite 
means of measurement to determine the load volume 
that constitutes the production requirement in each 
job. In the past, our office managers were not pro- 
vided with such a measurement technique. Lacking it, 
they relied on experience, which means that in the ma- 
jority of cases, consciously or unconsciously. the past 
performance of an employee or a group of employees 
was accepted as a means of measurement. Actually, the 
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volume of work produced per employee may have 
been above or below a reasonable average. 

This, in turn, means that such past performance 
often became the production standard used by an of- 
fice manager in preparing his personnel requirement 
budget for presentation to his management. Managc- 
ment checking of such budgets is often on the basis of 
company-wide averages and volumes and, here again, 
past performance becomes the guide. The use of past 
performance for controlling clerical expense is unsatis- 
factory for reasons mentioned above and because: (1) 
an office manager desiring to satisfy his management 
may understate his requirements, with the result that 
he finds it necessary to incur overtime expense and 
possibly to do considerable detail work himself, there- 
by neglecting his prime responsibility as an adminis- 
trator, or (2) he may overstate his requirements, feel- 
ing that he must have a reserve or cushion to meet 
some untoreseen condition or emergency. 

However. through the application of the technique 
of clerical cost control, an office manager can avoid 
reliance on the past performance basis. Instead, he 
can establish definitely and accurately the number ol 
man-hours of labor required to handle any given vol- 
ume of any kind of clerical work. Obviously, the suc- 
cessful application of any such technique cannot be 
confined solely to measurement of productive output. 
It must give full weight to human values and satisfy 
the inner needs of the individual. It should so stimu- 
late interest that the employee will strive for improved 
performance and will regard an increase in salary as 


a reward for accomplishment rather than an induce- 
ment to work harder. 

Enlightened management now generally accepts the 
fact that the problem of increasing production cannot 
be solved by pay increases alone. Through clerical 
work measurement and clerical cost control, it is easy 
to develop and assign a fair work load to each position 
and to give credit where credit is due. Such consid- 
eration of the individual will stimulate his interest 
which, if properly cultivated, will in turn create a 
genuine enthusiasm. Increased production of work 
will follow naturally. 


Work Loap ANp EFFicliENCyY DETERMINATION; “TIME 
JOURNAL” 


Furthermore, the office manager can rate accurately 
the efficiency performance of each employee and, by 
proper evaluation, can reward an employee according- 
ly. The realization by an employee that his per- 
formance rating is known and will be used by his of- 
fice manager is, in itself, an incentive to a better per- 
formance. 

Thus, through supervisory training in clerical cost 
control, the office manager is trained in the practical 
application of a management technique employing 
sound measurement standards, based on accurate time 
studies of operations performed at average speed, plus 
allowance for fatigue, personal needs, etc. There are in 
the average district office approximately 1,200 clerical 

(To Page 38) 


EVOLUTION OF THE MALE LUNCH 


BEGINNER 


ASSISTANT 


STUDENT 


CHAIRMAN 
OF THE BOARD 


From “Standard Time," house organ of Standard Envelope Mfg. Co., Cleveland, Ohio 
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A new advance in teletype hook-up ot 


More than 12,000,000 words a month can be handled effi- 
ciently over network of 18 duplex and 21 simplex circuits 


linking 59 field offices with Dearborn 


+ : aan 
4 ae 


& qe 


Above, Therese Ladomersky checks for line trouble at control panel for Ford’s 
new automatic teletype switching center. Below, Laurette Wilson changes tape 
in one of the automatic relay machines. This is the only attention the new relay 


equipment normally requires. 


THE FORD MOTOR COMPANY has recently 
opened the largest single automatic teletype relay cen- 
ter in the world at its Dearborn, Mich., offices. 


The new equipment is capable of automatically re- 
laying and transmitting more than 12,000,000 words 
a month over eighteen duplex and thirty-one simplex 
privately-leased circuits. The duplex circuit can send 
and receive simultaneously at seventy-five words a min- 
ute. The simplex circuit can either send or receive, 
but not simultaneously, at the same rate. 


Under the new system, for example, an operator at 
the company’s Long Beach, Calif., plant can type a 
message into tape for the Edgewater, N. J., plant. 
When the circuit between Long Beach and the relay 
center at Dearborn is clear, it will automatically take 
in the Long Beach message. Then if the circuit to 
Edgewater is clear, it will automatically retransmit the 
message to Edgewater. 


Under ideal-conditions, the delay at the relay cen- 
ter amounts to less than two seconds. If the circuit to 
Edgewater is busy, the relay center will store the mes- 
== sage until the circuit is clear. The whole transmission, 
pfrom point of origin to final destination, is automatic. 
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FORD OFFICES 


The new network, which links fifty-nine field offices 
directly with the Dearborn automatic relay center, 
eliminates the need of five major manual relays which 
formerly operated at Dearborn, Chicago, Louisville, 


_ Edgewater and Kansas City. 


Each originating point on the network has a two- 
letter code designation. The relay unit automatically 
interprets these station directing codes, directs mes- 
sages to the proper offices, temporarily stores messages 
when necessary, and intercepts messages with incor- 
rect directing codes. ‘ 

If the same message is addressed to a number of 
stations on the network, special equipment at the re- 


Operator gets batch of messages for transmission by 
teletype. 


lay center selects and connects each of the stations tu 
which the message is directed, and when all are con- 
nected, machines send the message simultaneously to 
all points concerned. ' 

The circuits were established on the basis of the 
average volume of messages from each of the com- 
pany’s operating locations. 


¢ 


‘This is the new automatic teletype relay center at 
the Ford Motor Company’s Dearborn headquarters 
—the largest of its kind in the world. Operators 
in the foreground can send messages to any of the 
fifty-nine stations on the company’s leased wire 
circuits. Messages are automatically relayed to the 
proper address by the machines along the walls. Con- 
trol board, in background, flashes lights and sounds 
signals when there is trouble on any of the lines. 
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Exterior view of the Cincinnati h r deled in- 


to offices for Perry-Brown, Inc., advertising agency 


Above, view of the reception- 
ist’s office taken from the 
stairway landing between the 
first and second floors. 
Right, the old can be mixed 
with the new, even in of- 
fices. Here, a fireplace blends 
in naturally with modern ap- 
pointments in a room con- 
verted to a corner office for 
Perry-Brown, Inc. 


AGENCY RECIPE 


INDICATIONS are that more and more ofhces are 
trying to soften the coldness of. atmosphere which is 
so often associated with office efficiency, by injecting 
color and brightness into their quarters. Many suc- 
ceed by refurnishing, redecorating and adding proved 
working conveniences that were unheard of a genera- 
tion ago. 

Trust an advertising agency to try something en- 
tirely different. What is described here is not new, 
but it shows a growing trend. Not every office can 
do it. But it has been tried and found successtul by 
many, including an advertising agency in Cincinnati, 
Perry-Brown, Inc. 

This agency decided to move out of the downtown 
district to a place where there was space to park cars, 
was easy to get to, where it was cleaner and brighter 
and more pleasant. Not having time to build, they 
bought a brick residence about two miles from the 
center of town. 

The house had seen better days. It was located in 
the center of what had once been a very fashionable 
neighborhood. But a decade or so ago the exodus 
began with the trend toward smaller families, the ris- 
ing cost of servants, as well as the development of 
other and more exclusive communities. 

It was a big house, the one Perry-Brown bought. 
What would they do with twenty-five rooms, everyone 
was asking. Some called it a red-brick elephant. And 
it had been months since anyone had lived in it. It 
was over sixty years old, also, and there was the gigan- 
tic task of modernization staring the agency in the 
face. 

But there was much to be said in its favor, in spite 
of its dirty face-—in spite of cobwebs, cracked walls, 
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In the Perry-Brown production office. 


and dirt, dirt, dirt wherever you looked. The house 
was sound as a nut, and with a face-lifting would out- 
live many of the homes being built today. It had two 
floors, a basement, and an attic. Closets wherever you 
looked. And big, big rooms. To say nothing of those 
magnificent hardwood floors. 

Inside of six months, agency personnel weré work- 


ing in it. Women visitors were saying how “lovely” 
it was; and the men were saying, “It’s different, all 
right,” and meaning every word of it. 
Here’s what this advertising agency did: 
Starting in the basement, partitions were removed 
here and there to make room for a three-room care- 
(To Page 61) 


Seven: bathrooms, smartly modern, help make unusual office. 
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Good layout, 2 procedure, and personnel are 
essentials in attainment of mail room efficiency 


i\ 
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RIVALING IN SCOPE the post office system of many 
an American small town is the mail handling system 
of the main plant of the General Electric Co., in 
Schenectady, N. Y. Here, in the largest mail center 
in the entire G.E. system, more than 150,000 pieces of 
mail are taken care of daily, with deliveries made to 
1,200 offices throughout the plant. This distribution is 
completed by eleven substations which handle the 
mail for their immediate areas while the general mail 
room services the main office buildings. 

There are 2,500 receptacles for out-going mail 
throughout the plant which must be checked every 
hour in the working day. Eighty-eight employees, in 
staggered shifts, give complete coverage from 7 a.m. 
to 6:30 p.m. Included in this crew are fourteen part- 
time employees who come in at 3:30 to assist with each 
evening’s peak load. 

Here is the morning sorting technique at General 
Electric. Between seven and eight o‘clock over 10,000 
pieces of mail will arrive. One clerk handles all the 
mail addressed only to General Electric, Schenectady, 
without any office or individual designated. He routes 
this mail to the proper persons. Another clerk has 
the “nixies” assignment—puzzling out the proper des- 
tination within the plant of vague or incompletely 
addressed letters. These clerks are part of the primary 
sorting crew of five employees who, by reason of their 
previous employment as messengers, are well oriented 
on the varied activities in the plant and are well ac- 
quainted with personnel at these activities. 

Interworks communications are handled efficiently 
and economically. Mail is sent from the offices flat 
and it is consolidated and addressed by the general 
mail room. This has resulted in large economies in 
envelopes, time, and postage. Wire pushcarts, similar 
to those used in grocery supermarkets, are used by the 
messengers in the office buildings to pick up and de- 
liver mail. 

Part of the system involves a vertical power driven 
conveyor serving all floors of the main building. Mail 
room employees stationed at conveyor points, in addi- 
tion to making hourly distributions and collections of 
mail, also deliver telegrams on a ten-minute schedule 
and maintain the two-way flow of dictating machine 
cylinders between desk and transcribing pool. 

The mail room itself is divided into two sections, 
one for incoming and one for out-going mail. In this 
way confusion and errors are minimized. Sorting 
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G. E. main plant mail room daily 


Eighty-eight employees in staggered shifts expedite heavy 
volume of mail centering on a general mail room especially 
well designed and equipped 


racks here have shelves adjustable on 34%” centers, 
which helps the mail people to adjust to changing 
space demands. An interesting feature of the racks 
are the built-in boards mounted on top of the shelves. 
Notices and bulletins are held in place on these metal 
surfaces with G. E. Alnico magnets, eliminating the 
need for tacks or adhesives. 

Final office mail collection is made at 4:45, but that 
important last letter of the day can still go out if this 
last general collection is missed. The sender only has 
to drop it in one of twenty special receptacles located 
strategically throughout the system. A special collec- 
tion is made from these points at 5:30, which mail is 
certain to go out that night. 

Mail scheduled for destinations with similar names 
like Springfield, Mass., and Springfield, Ill., are called 
to the special attention of the mail room staff by the 


use of red labels, which aids greatly in reducing the 
possibility of error in postage rates or routing to 
these points. : 

Opening and sealing operations on the large volume 
of mail handled in the general mail room are expe- 
dited by the use of high-speed slitting machines, cap- 
able of opening 200 letters a minute, and by the meter 
mailing machines which stamp and seal over 150 let- 
ters a minute automatically. 

Shelving and all other steel equipment were made 
by General Fireproofing Co., Youngstown, Ohio. Let- 
ter opening machines are by Lightning Letter Co., 
Rochester, N. Y. Postage machines were made by 
National Cash Register Co., Dayton, Ohio, and Pit- 
ney-Bowes Co., Stamford, Conn. Scales were made by 
Toledo Scale Co., ‘Toledo, Ohio, Triner Scale & Mfg. 
Co., Chicago, and Pitney-Bowes. 


The mail room of the main offices of General Electric Company at Schenec- 
tady, where all incoming and outgoing mail is sorted. The equipment is spe- 
cifically designed to handle the large volume of mail at this location 
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training for PRODUCTIVITY 


(From page 31) 


operations, all of which have been timed and _ thor- 
oughly tested. Through the use of the resulting stan- 
dard unit times, a satisfactory load can be established 
for each position. 

What is a satisfactory load? A satisfactory load is 
not based on the ability of an employee to produce. 
Rather, it is the number of units of work at the ap- 
plicable standard unit time rate that can be produced 
by an average employee at the rate of six standard 
man-hours of work per eight-hour day. With the ad- 
dition of certain allowance factors for fatigue, personal 
needs, etc. the result is interpreted as a standard mini- 
mum operating efficiency of 87.5 per cent. An above- 
average employee will naturally perform an operation 
in less time than is allowed by the standard unit time 
for the operation. In such cases the standard unit 
time remains fixed and the above-average performance 
is reflected in a higher rating of efficiency for the in- 
dividual, provided the available excess man-hours are 
utilized in some other positions or type of work. 

In order to give credit to the proficiency of an indi- 
vidual, a simple “time journal” is used to record all 
work done by an employee beyond the regularly as- 
signed duties of the position. ‘This means that if 
employee “A’’ develops proficiency to a point where 
time is available to assist employee “B”, “A” receives 
full credit for any work performed for “B” and an 
efficiency rating of 95 per cent may result, instead 
of an otherwise possible 80 per cent. A “time jour- 
nal” form is maintained by each employee for each 
calendar month. On this form the employee records 
daily the man-hours of time sold to other positions, 
time purchased from other positions, time spent on 
special assignments, and also time devoted to Airco 
Association activities, time lost due to illness, early 
closing of office, holidays, etc. 

Each employee receives full credit for time spent in 
assisting others, training others, or being trained on 
work other than his own. An employee who receives 
assistance is charged with the purchased hours and is 
thereby penalized to the extent of them. Thus it is 
easy to compute the actual man-hours spent on a given 
position. Multiplying the ‘current volume of work 
units by the applicable standard unit time gives the 
standard man-hours required to process the work load. 


Goats OF TRAINING IN CLERICAL Cost ContTRoL 
(1) To provide each office manager with and train him in the 
use of a monthly budget of clerical man-hours based on 
accurate, logical and reasonable standards to enable him to: 

(a) determine the man-hours of labor required for any 
clerical operation under his jurisdiction. 

(b) establish a proper work load for each clerical em- 
ployee. 

(c) eliminate inequities in clerical work loads. 

(d) determine which employees have the more efficient pro- 
duction performance, thus affording sound basis for 
selection and retention of the better personnel plus 
development of potentially valuable personnel in need 
of training, guidance or reassignment of duties. 
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(e) achieve simplification of work through elimination of 
unnecessary job operations. 

(f) secure overall performance efficiency by elimination of 
excess time through reassignment and consolidation of 
job operations and_ reduction through transfer or 
normal turnover of excess personnel or personnel who 
do not maintain the performance standard established 
for the job. 

(g) achieve more efficient utilization of available man-hours 
and reduction of non-productive man-hours. 

(h) administer his office with overall efficiency and 
economy. 

(2) To develop and stimulate job interest, knowledge and per- 
formance on the part of each employee. A good employee 
knows that job proficiency plus work interest automatically 
build toward job security and advancement. 

(3) To provide a standard for evaluating supervisors for 
advancement. The manner in which supervisors use the 
standards provided by the monthly budget of clerical man- 
hours affords a sound basis for evaluating their administra- 
tive capacity. 

(4) To establish the clerical cost of preparing numerous spe- 
cial reports. In many cases 20 to 30 per cent of the time 
of two or more clerical employees is required to perform 
such work. With accurate costs available, appraisal can be 
made of the value of the results obtained versus the cost 
of data preparation. 

RESULTS OF SPECIALIZED [TRAINING 
This second phase of our management development 

program, the area of specialized training in specific 
departmental activities, can be evaluated to a greater 
extent than the first in terms of dollars results. For ex- 
ample, at location “A” the positions of 29 clerical em- 
ployees were surveyed and clerical cost control was 
established as a tool for the office manager. Within a 
year the work force had been reduced by 13 people 
with a resulting saving in direct labor clerical cost of 
approximately $27,000. At location “B” the positions 
of 20 clerical employeees were similarly surveyed. 
Within a year the clerical work force had been re- 
duced by six people, with a direct labor clerical cost 
saving of approximately $14,000. At location “C” the 
positions of 19 clerical employees were surveyed and, 
at the end of approximately one year, the work force 
had been reduced by 7 people with direct clerical la- 
bor cost savings of approximately $12,000. At loca- 
tion “D” the positions of 18 clerical workers were sur- 
veyed. At the end of 14 months the work force had 
been reduced by five people with resulting savings in 
direct labor clerical cost of approximately $11,000. 


A Poticy STATEMENT By MANAGEMENT 

These are tangible continuing savings and to them 
must be added the intangible benefits that inevitably 
accrue through providing people with balanced jobs 
and making it possible for them to enjoy feelings of 
security, job satisfaction, and recognition. At this 
point, because it is important, I should like to mention 
a few of the things that made the introduction of cler- 
ical work measurement and clerical cost control ac- 

(To Page 61) 
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New trends in fenestration exemplified at 488 Madison 
Avenue, recently completed New York office building. 


What trends in “Office of the Year”? 


THE ANNUAL AWARDS for the “Office of the 
Year,’ which OrriceE MANAGEMENT AND EQUIPMENT 
has set up are expected to have, among other results, 
a strong influence on the progress of office design in 
indicating from year to year the changing trends of 
adjustment of office space to functional needs. 

The two offices which architects and management 
engineers through the country will help select for the 
initial awards to be made this October are certain to 
reflect the practical application of many of the out- 
standing ideas of office layout and equipment which 
have engaged the attention ‘of experts in the office 
field during the past year. Whatever may be the pace 
of advance in any one year, the American office is 
always going forward, and the twelve months which 
ended on June goth—the period to be covered by the 
first “Office of the Year’’ awards—saw greater activity 
in office construction and remodeling than any pre- 
vious postwar year. 

In practically any city it is possible to gauge the 
vast progress the office has made in a comparatively 
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few years by noting the sharp contrast between the 
office building of fifteen or twenty years ago and those 
of today. Architectural trends which have so _pro- 
foundly affected building exteriors have wrought 
equally profound changes in interiors, not only in the 
new buildings but in the older buildings as well, 
where remodeling of extensive character serves to in- 
corporate many of the innovations developed in the 
newer structures. 

Typical of physical changes of far-reaching conse- 
quence to the office is the current trend toward greater 
window space, as illustrated in the recently completed 
building at 488 Madison Avenue, New York, pic- 
tured herewith. Note the continuous bands of Fenes- 
tra steel windows which bring a maximum of daylight 
and fresh-air ventilation to each floor and, ,also, in 
the words of Harold Uris, of Uris Brothers, the build- 
ers “make possible more efficient distribution of space 
and increase the flexibility of subdivision, so that ten- 
ants can more easily readjust their office to meet 
changing requirements.” 


39 


. “ - 
is, an s i f ; ; ; eg 
3 od { } r ee - a — ~~ a. ae eo ee RR 
- a, os 5 os fee. ak es ee a a. +: lad ar 
aa e —-. ais a * 
BY aici al : ra ' "| ae a: , 
Tae cae * ih ee ay hi: 
See ee ae . = ; : ; 
“Se 
Res «= = ; % er ; 
. * a sf A .; me: 
ape q ed , 
~ Gees : » & A har = 
SS gta _" ° 2 va 
3 i x € i es RA has 
; Fe, " a } : re x. 
{ z * rT. ' ‘ae 
| Be » © x 3 ; te : 
; i + . . 7 : 
j ag , to bined 
i i * i se # 7 a Ls 
lh ae 4 i , ‘ al : 
: 4 2 i * = ; ‘ % i z 
ls i, 1a m 7 G i E t +4 i : ~ 
: a f . . a tat a Aas cn 
- - is : x: = ee , 
wits. ee * Fa a “a ya i 
: le Re ee P >, aa * ” 
eee , °. Tam oe _ 
——, Lh = |) 
+ . tes. ‘at fad ins : : i aes " a = = ] 
q rl ¢ a om ee * “ . 
A : f ee , a "7 ad 
Hoot he ee 
se py Pees = a. ote 
ee 2 oo (eee a 
a ore oe 
4 
4 
Ss 
ee 
/ 
f- 
or 
| 


Two Du PONT licensees ready withney 
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LENGTH AND WIDTH are the dimensions tradi- 
tionally considered in office layout. Confronted with 
the need for increased facilities, management normally 
rents more space, or erects its own buildings. But ot- 
fice space also has the third dimension of height. For 
Forbes Publishing Co., New York, publishers of Forbes 
Magazine, utilization of this third dimension has 
solved manifold problems, while producing greatcr 
efficiency. - 
Forbes’ solution revolves around the newly intro- 
duced Korda-Room. <A development of the func- 
tional office furniture which E. I. du Pont de Nemours 
& Co. sponsored for its own use, the Korda-Room, 


manufactured under license by Korda Industries, 
2 West 46th St., New York, is a movable semi-private 
office comprising an L-shaped desk complete with 
integral partitions, cabinets, desk drawers, bookcases, 
shelving, and other accessories. 

Early in its plans for renovating its offices, Forbes 
decided that the use of completely open areas with 
conventional arrangement of desks, tables, and other 
office furniture would fail to furnish the privacy and 
attractive appearance that Forbes required. Perma- 
nently located partitions, it was felt, would create a 
“frozen” layout and necessitate extra cost for lighting, 
acoustical, and air-conditioning changes. 

Since it was not feasible to rent additional space, 
Forbes decided to expand the utility of existing space 
by bringing into play the third dimension of height— 
partitions for privacy would be placed not on the floor, 
but directly on the desks. Bookcases and shelving for 
reference material and supplies would be attached 
to this integral desk superstructure. Likewtse, files 
would not encumber needed floor space, but would 
become part of the working desk surface. 

In this approach, Forbes had the benefit of the ex- 
haustive investigations made by du Pont, including 
time and motion studies of executive and subordinate 
personnel at work. ‘These studies revealed that the 
du Pont-pioneered functional furniture, while provid- 


(To Page 62) 


Korda-Room units as installed in redesigned offices of 
Forbes Magazine. Complete flexibility is provided 
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Copyright 1950, Arnot ond Company, inc. 


A unit in the Arnot Functional Office Group 


ANOTHER LICENSEE for the manufacture of the 
du Pont-designed functional office furniture is Arnot 
& Co., Inc., of Baltimore, Md. Called the Arnot 
Functional Office Group, the units are available from 
this company both in wood and in steel. The unit 
illustrated can be assembled by two unskilled persons 
within twenty minutes. Many other arrangements of 
offices, made possible by using components of the 
Arnot Functional Office Group line, can be put to- 
gether in equally brief time. 

Built-in patented locking devices hold partition 
panels together. Panels lock neatly against the table 
and desk units. Nothing screws or bolts to the floor 
or to the walls of a room. Each group is an indepen- 
dent office and can stand securely by itself. Provisions 
have been made for electrical outlets and telephone 
jacks at table height on the panel frame. 

The Arnot Functional Office Group includes such 
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components as disappearing waste baskets, easy-to-use 
typewriter pedestals, and filing cabinets. Design has 
been carefully executed to prevent knee banging and 
to allow users full comfort. Partition glass can be clear 
or frosted. Other opaque materials can be substituted 
for the glass, in accordance with customers’ wishes. 

Initial production run of the line hasycommenced, 
with approximate deliveries of the units at present 
being quoted at from 60 to go days. Arnot & Co. are 
located at gg2 Park Ave., Baltimore, Md. 


OTHER manufacturers have been granted licenses to 
produce the du Pont type of furniture. As informa- 
tion comes regarding their progress in the develop- 
ment of such equipment, it will be reported on here. 
With a big armament program again in the offing 
with its attendant need for flexible and expansible 
office space, this type of unit may be very timely. 
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Greta Granberg, Central Commercial High School Senior, receives first Certificate 
of Business Proficiency, presented by Rudolph Lang, of OEA (right). Dr. Massel, 
school’s principal, congratulates her. 


BUSINESS SHOW to accent ideas 


THE NATIONAL BUSINESS SHOW, for the first 
time under the sole management of the Office Execu- 
tives Association of New York, will reflect the group's 
steadfast interest in employee education when it opens 
at Grand Central Palace in New York, October ggrd. 

With American industry, government and manage- 
ment being keyed to new heights of production and 
efficiency in the face of a growing world emergency, 
the sponsors of the Business Show and its accompany- 
ing Office Week Forums will accent the essentiality 
of efficient training patterns for the young men and 
women who will operate the broad range of office ma- 
chines. ‘These views, expressed recently by Rudolph 
Lang, secretary of the OEA and managing director of 
the National Business Show, served to give emphasis 
to the already established aim of OEA to establish 
testing centers to administer Business Entrance Skill 
Tests in New York City. According to a report pre- 
pared on the subject, qualified persons will be given 
certificates efficiency indicating they have passed 
the tests. This year the tests were given to selected 
students of Central Commercial High School, with an 
appropriate number of certificates awarded. The tests 
will eventually reach other high schools, and will be 
made available to all students of commercial subjects. 

Business organizations who wish to have present or 
prospective employees tested can avail themselves of 
the testing center now being conducted at New York 
University. Eventually, a centrally located testing 
center will be operated ‘by OEA, it is hoped. 
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The report also mentions the New York City Ad- 
visory Council on Business Education, the coordinat- 
ing agency by which the New York City Board of Edu- 
cation, OEA and other business and industrial groups 
can emerge with new or improved education pro- 
grams; OEA’s cooperation with Dr. Howard A. Rusk 
and his Bellevue-New York University Rehabilitation 
program for the training and placement of the physi- 
cally handicapped in office work; and the association’s 
long-established collegiate level scholarship program 
which has been broadened and will be further ex- 
tended as funds become available. 

Mr. Lang pointed out that the proceeds of this 
Business Show, and for that matter all subsequent 
shows, will support a sustained effort to broaden and 
maintain such a program of educational activities. 

“This greater concept of the National Business 
Show: that the demonstration of the latest in office 
machines should be accompanied by emphasis on the 
training of efficient operators of the machines will 
augment the benefits which the show offers to office 
people and the manufacturers,” Mr. Lang said. 

As this report was being prepared for the printer, 
OEA announced that invitations had been extended 
to key men in Washington to attend the Forums, and 
meet with manufacturers scheduled to be present at 
the Show as well as office executives. Such a meeting 
would serve to clear the air of a lot of uncertainty 
regarding the future of various categories of office ma- 
chines and equipment. 
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UNDER-COUNTER UNITS 

that permit an ical arrang nt of standard 
units, selected to fit individual needs, have been 
announced by the Herring-Hall-Marvin Safe Co., 
Hamilton, Ohio, for use behind counters faced with 
metal, wood, marble, and other materials. Pictured 
is an installation made at the State Fidelity Savings 
& Loan Association, Dayton, Ohio. Designs of the 
new units are said to be based on studies of func- 
tional requirements for over-the-counter dealing with 
the public. All equipment is of furniture steel, 
finished in smooth grey. Counter tops-are linoleum 
covered, bound with stainless steel. 


VERSATILE WORKING CHAIR 
suitable for secretaries, telephone operators, and 
artists, is this T60 model produced by the Tibo 
Corp., 503 East 72nd St., New York. Designed by 
Knoll Associates, New York, the chair is upholstered 
with Lumite woven saran material. It adjusts to the 
individual's posture and build, turns and rolls «at the 
slightest response of the worker. A T-bolt controls 
the seat height and an 8-gauge finger grip wheel 
adjusts the backrest to raise, lower, or tik. Lumite 
fabric resists ink, oil, acid, and dirt stains, and is 
easy to clean. Material is available in solid tones 


of grey brown, green, or red, and also in a yellow ty 
and white striped fabric. The chair is retail priced 
at $33. "" 


NEW LIGHTING UTILIZED 

A portion of the sales and service departments’ re: 
headquarters in this new Sylvania Electric Products aa 
Co.'s building in Emeryville, Calif., utilizes new light- 
ing techniques such as the Flexi-module ceiling 
developed by the company, and continuous rows of 
shielded fluorescent fixtures. The building serves 
Northern California, Nevada, Utah, and Hawaii with 
the Varied Sylvania products. 
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new things in the news 


AUTOMATIC STAMP VENDING MACHINE 
produced by Commercial Controls Corp., Rochester, 
N. Y., is said to be the first entirely automatic Profit 
model machine offered to the public. There are no 
levers, buttons or handles. The proper coin is simply 
inserted in the desired stamp denomination slot and 
stamps are ejected quickly and quietly. Will take 
rolls of 500, 1,000 or 3,000 stamps. Unit is of steel 
construction, finished in two-tone grey with chrome 
trim. Occupies floor space of about 21 x 14 inches. 
Operates on AC-DC. Can be purchased outright at 
$590. Weight is approximately 196 pounds. 


GERMAN-MADE CALCULATOR 

Among the many machines of foreign design and 
manufacture shown at the U. S. International Trade 
Fair, Chicago, August 7th-20th, is this Hamman 
Automat electric calculator, one of a line produced 
by the Deutsche Telephonwerke and Kabelindustrie 
AG, a West-Berlin firm. Full information on it and 
other German-made office machines can be obtained 
from the German Industry Exhibit Office, 730 Fifth 
Ave., New York. 


FOR THE SMALL OFFICE 

the Mark Simpson Mfg. Co., Inc., 32-38 49th St., 
Long Island City, N. Y., suggests the Masco Midge- 
talk, a complete two-station intercommunication sys- 
tem. Consisting of one master station with on-off 
switch, volume control, and on-off pilot light, fifty 
feet of cable, and one remote station, the system 
is simple to install and operate, and is priced at 
$29.95. In decorators’ colors at slightly higher prices. 
Standard finish is mahogany. System can be wired 
for either private or non-private operation and can 
also be used as a paging unit. 


FOR OFFICE COMFORT 

the Safeguard Corp., Lansdale, Pa., offers its Air- 
In ventilator, which admits a steady stream of fresh 
air without draft. Said to keep out dust and rain 
and yet allow cooling air in, the company recom- 
mends that one ventilator be installed at top and 
another at the bottom of a window for maximum 
comfort. 


S POSTAGE STAMPS 
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FLUORESCENT WALL LAMP 

furnishes soft, shadowless light for working, because 
it gives both direct light down on the desk's sur- 
face as well as indirect light for general illumina- 
tion of the area. Fixture contains two 20-watt 
lamps shielded by a diffusing panel of frosted, ribbed 
glass. Designated the Beverly RW-220 for outlet 
box model, and the Beverly RWC-220 for the cord 
model, the fixture, produced by Sylvania Electric 
Products, Inc., 500 Fifth Ave., New York, comes 
complete, ready to light. 


RECENT INSTALLATION 

at the Liberty Insurance Co., Greenville, S. C., is this 
Duncan Pfyffe director's table and tufted Chippen- 
dale chairs made by the Scerbo Mfg. Co., Inc., 536 
Pearl St., New York. The table is of Honduras 
mahogany, and chairs are upholstered in top-grain 
leather with a decorative nail trim. The comfortable 
furniture, custom-made, was designed for lasting 
service and with an eye towards utilizing minimum 
space for maximum traffic. 


ELECTRIFIED PERFORATOR 

model 50-E, is new from the American Perforator 
Co., 625 West Jackson Blivd., Chicago. Its applica- 
tions include numbering coupon books, invoices, pur- 
chase orders, tags, and many others. Perforation 
can include paid, cancelled, vouchered, or other 
wording above and below numbers. All parts and 
assemblies are standard, interchangeable, and though 
fully enclosed, readily accessible. A built-in lock 
is available if desired, and a 9-inch-high table top 
base can also be furnished. 


FOR CUTTING AND TRIMMING 

the Dex Trimmer is an instrument which is said to 
eliminate all danger and inaccuracies. Produced by 
Dex Trimmer, Los Altos, Calif., the trimmer enables 
an operator to trim or cut a 22!/2-inch sheet of 
mounting board or paper with one motion. It has 
three main parts: cutting carriage, twin rails, and 
baseboard which is 24 inches square and made of 
hardwood. Metal rule which runs across the top 
is accurate down to 1/16 of an inch. Features 
diagrammed are (1!) graduated brass rule; (2) pro- 
tected housing for cutter; (3) oil-sealed, ball-bearing 
rotary cutter, and (4) twin guide rails of heavy 
metal, for accuracy. 
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PRESIDENT'S FILE 


featuring a safe compartment with combination lock, 
offers privacy for both books and papers. Unit also 
has four ballbearing, letter-sized drawers; two double 
index drawers (holding a capacity of 6400). By 
removing partitions, = drawers can also house 
binet is 37!/2 inches high; 
301/;-inches wide, oa 17'/-inches deep. Furnished 
in olive green or Cole grey, unit is produced by 
the Cole Steel Equipment Co., 285 Madison Ave., 
New York, list priced at $72.50. 


TO SERVE MANY CUSTOMERS 

the Manufacturers Light & Heat Co. installed in its 
new Weirton, West Va. office, this 34-foot-long birch 
paneled counter. Built-in cashier's desks are featured, 
and beneath the Micarta top is storage space for 
records and stationery. The new office, 38 feet wide 
and 80 feet long, serves some 6,500 customers in 
the Weirton area. 


POSTING TABLE 
model 2428, is big enough to provide adequate 
posting space, plus room for “in and “out" baskets, 
according to the maker, Herring-Hall-Marvin Safe 
Co., Hamilton, Ohio. The 30-inch-high table is 
made of steel, with a 24 x 28-inch composition top, 
a deep utility drawer, and finished in grey. 


ADDRESSING MACHINE 

called the Scriptomatic model 201, is a product of 
Business Systems, Inc., 310-316 North Iith St., 
Philadelphia. A machine that addresses from punched 
card masters, this particular model may be used for 
addressing postal cards, letterheads, envelopes, bills, 
wrappers, and many business forms. Duplication is 
effected by chemical transfer from image on back of 
card. Master form can be prepared by ball pen, or 
typewriter, and each will duplicate the original 
address or data 250 times. Model 20! will handle 
any size, single or double fold, from 27% x 4% 
inches to I1'/2 x 15 inches. Machine is 62 inches 
long; 52 inches high; 35 inches wide, and weighs 
about 1,200 pounds. Further information available 
from company. 


46 OFFICE MANAGEMENT AND. EQUIPMENT 


Angust, 1950 


h Oe i Sie: eae ay) cy Coe ae ce a ae 
ae a | —_— cy eome: : F i. aa a.) gg a ee ie Ya % te? 
eee _ eee ee aaa p Sy a ee oe ig el 
; pee ae - _ ee i: i f i f 
{ 
things in the == 
eee ———————————e —_—_ 
| 
a | 
; , in ee | 
Bhs ree ‘8 ee: 
. —_— 
oe ae “ins 
ee 
3 ’ i 
m See ais. 
7? ey ~ oa i 
Be heme ee 
ieee 
ad aie Be , 
| ‘ 
= 
a ’ ° . ¥ Pes " i 
. iti s : 
——y — calle | Mere | Pe 
* ia mn | | 
‘ is ' ) 
3 ce on" BD, 
ee a ' = 
eer’ ; 
ean oe TT . 
tee eS. _ (See 
P Pe Ss a eee — 
“4 il 
“2 rant ae _ ill aici hho 
i a 3 oo aaa i eee ae 
ua Ss i ea ae % es _ 
| - a te ag ‘ i. & wes . —_ 3 ¥ ~ vee > ag 2 
s » ere a ee: SS 5 eg, 4 
F a a és fam i » @ 
ee a a — 
“4 Rk” ake Sagallion ans ar 
| oe oe — a es a tt=«— = = ae 
a. “4 ‘ se | . 
. eS g a. Bathe ~~ . fide: 
Ph ences oo: y 
ae ae 
: ; : e Fa” a pad Ae: * ae sa S| 
3 yas a x a 
4 my el E a i a % * lie 
Bee ; ‘i Rte = aa si me 
a rs ‘ey e , MPC i e: 
ay 4 : r 7 eo eg la ioe ; 4 
a pe ee | oo 4 Wa ees nai a 
3 ee" 5 Ag 
‘ . oo , ree yt eS 
: ’ ot a b a : pe (3 “ on 
‘ . , } “3, : —— cS 
a _ " A na y; i = ih aces oe _. ' i 
% mt _ x ' Se © a ¥ F 4 f - x 
Pre se KS ey: ‘ Pigs ) 
{) 2 a. Be ee ea 
ee Bg ticil ; oe 
tan wt & Br. ie ee 
- 5 ao 
be .) , 
‘ a Pe A 
- i, - : Si - a ee +e 4 eas li coe . ie 5 ae aa 
b s ct: ov, : ee P et ae Se mm 3 a i a 
= 9 ais BS ead a Fo = . > 2 aie. +s 


new things in the news 


PORTABLE DESK FILE 


the Riviera model, features a metallic automatic 
roll-back top. Units are desk high and come equipped 
with lock and key. follow block or provision for 
Hang-A-File units. Rolls on casters, and bottom 
drawer on roller bearings. Beauty-Safe corners 
eliminate clothing snags and injuries. Available in 
letter and legal sizes, in grey or green. From Fu- 
turamic Steel Products Corp., 1400 Atlantic Ave., 
Brooklyn, N. Y. Catalogs are available. 


PAPER JOGGER 


trade-named Magic-Jog, is being marketed by the 
Magic Circle Mfg. Corp., 6224 East Admiral PI., 
Tulsa, Okla. The table is made of Masonite hard- 
wood; the case is rust-resistant, spot-welded sheet 
steel, painted in a grey crackle. An automatic off- 
on switch is an exclusive feature. By lowering 
paper to be jogged, machine is switched on. Raising 
the paper shuts it off. A combing button is pro- 
vided which aids in freeing paper stuck together 
by ‘static electricity. Weighing just five pounds, 
the jogger is priced under twenty dollars. 


AIR CIRCULATORS 


from the Modern Utilities Co., 2400 Dekalb St., St. 
Louis, Mo., are the Trav-L-Air, left, and the Modern- 
Aire model at right. The former can be used as 
a desk or floor circulator, wall or window fan, or 
portable traveling fan. It has a chromed spiral grill 
with detachable front guard and air deflector, and 
has an adjustable stand. It is equipped with an 
8-inch, five-blade air impeller, and is priced at 
$17.95. The Modern-Aire model, No. 40, is a full- 
sized 12-inch floor model, priced at $22.95. It has 
a 12-inch, three-blade impeller, is of all steel con- 
struction, and finished in soft green. Has a safety 
guard. 


FLUORESCENT LAMPS 


model 4324 top, and the general model No. 4303 
below, are produced by the Flexo International 
Corp., 3245 West Lake St., Chicago. The former 
is a portable desk type, has two lights, an attractive 
base with pan and pencil grooves, rubber bumpers 
to prevent marring, and a double arm which extends 
32 inches. Has a shipping weight of 23 pounds, and 
is priced at $22.50 in the East. The general lamp, 
for the home, office, or factory, is also a 2-light 
model that uses standard fluoresceni tubes. Its 
double arm extends 36 inches. Has an oven-fired 
statuary finish of bronze or grey, with white reflectors. 
This model is priced at $16.75 in the East. The 
company is manufacturer of Flexo, Litemaster, and 
Flexarm desk lamps. 
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MIMEOGRAPH CLASSES TO RESUME 
Owing to enthusiastic reception of previous sessions, 
the H. C. Anderson Mimeograph Corp., 100 Sixth 
Ave., New York, will again resume classes in Septem- 
ber. A typical session is pictured. Designed primarily 
to educate users of mimeograph products how they 
may use their equipment to its fullest advantage, the 
use of the process is explained from beginning to 
end by factory trained experts. In the general 
sessions, all business organizations using a mimeo- 
graph are welcome. Classes will probably be organ- 
ized in two 3-hour sessions each day for one week. 
It is expected that the fall classes will follow the 
same general patterns. 


AT NOMA INSTITUTE 

held recently by the Columbia, Mo., chapter, the 
attendees got down to “shirtsleeve action.” Top 
pictures, left, shows Les Baridon, Meredith Publishing 
Co., Des Moines, and Thomas M. Hutsell, Western 
Auto Supply Co., Kansas City, Mo., at right. Both 
conducted discussion periods. Bottom picture shows 
Mr. Hutsell chatting with a group, following his 
discussion on “Developing Supervisors." The group 
includes, from left to right, William Taylor, James 
Hurley, Mr. Hutsell, Eugene S$. Packwood, Mr. Bari- 
don, and Joseph R. Powell. The Institute, which 
covered such topics as Non-Financial Incentives in 
the Office, Elements of Selection of People, and 
Developing Supervisors, was held at Stephens College 
in Columbia. 


OFFICE FURNITURE 


part of the line of Rock-A-File Modular equipment 
made by the Rockwell-Barnes Co., 35 East Wacker 
Dr., Chicago, developed with design and construc- 
tion that combine efficiency, comfort, and appear- 
ance. With this furniture, which includes desks, files, 
cabinets, wastebaskets and other accessories, a com- 
plete office layout is furnished. Each piece is a 
completely independent unit, so designed that any 
combination of units desired can be arranged to- 
gether in a harmonious and efficient layout, provid- 
ing of course the advantages of the ingenious Rock- 
A-File innovation in filing cabinet design. 
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SANITARY BASES 


for all size files 


$310 


SIZES AND PRICES 


Inside Dimensions FIBRE BOARD 
DRAWER FRONT DRAWER FRONT 
Suggested Uses 
File PRICE 
Width Height Length) No. Single Carton 
tletter Size i 12 10%, ..24 | E210 . . $3.10. . $3.00 $3.85 . . $3.75 
Letter Size . 12 - 10% .. 15 | E2108 3.00... 2.90 3.75... 3.65 
tlegal or Cap... 15 10%, ..24 | E510 .. 3.75... 3.65 485... 4.75 
ees | 8% ..24 | E109 .. 2.75... 2.65 3.40... 3.30 
*2 Rows 8x5 Forms. 10% .. 8% ..24 | E108 .. 3.05... 2.95 3.65... 3.55 
*invoices or 2 Rows 8x5}; 10 -. 8% .. 18 | EI0GBM . 3.00.. 2.90 3.60... 3.50 
Freight Bills ‘ 2.0 ae ~- 260.. 2.50 3.10.. 3.00 
ae 10/2 4% ..24 | E104... 2.65... 2.55 3.40... 3.30 
Drafts or Checks. 4“, ..24 | £94 .. 2.10.. 2.00 2.60... 2.50 
Drafts or Checks 9 4) - 18 | E94M.. 2.05.. 1.95 2.55... 2.45 
5x8 Forms. 8 5% ..24 | 6065 .. 2.35.. 2.25 2.85 .. 2.75 
*Deposit Slips (2 Rows) 5% ..15 | 6658S .. 2.25.. 2.15 2.75... 2.65 
Deposit Slips... 8 4%,..24 | E84 2.10... 2.00 2.60... 2.50 
Tabulating Cards . - 3 ..24 | 73 .. 2.10.. 200 2.55... 2.45 
*3x5 Cards (3 news} ‘ 16; - He... Mie .. 2H.. 28 4.05... 4.75 
*4x6 Cards (2 Rows). 12 . §.0ae | ae - 2.75... 2.65 3.40... 3.30 
*3x5 Cards (2 Rows) 10% .. 3%..24 | E103 .. 265.. 2.55 3.35... 3.25 
Vouchers (Upright) . Sh ..1Q..M4 | Bi .. 2%.. 2.88 3.65... 3.55 
Ledger Sheets 9"; + wee E91 . 350.. 3.40 4.25... 4.15 
Ledger Sheets 12 12% ..18 | E12 .. 445.. 4.35 5.80... 5.70 


*These numbers hove removable divider partitions. {Packed 6 to a carton—all others |2 to a carton. 


Prices slightly higher in Texas, Colorado and West of the Rockies.” 


NTO FILE 


285 Madison Avenue 


RPORAT 


New York 17,N.Y. — 


FOLLOW BLOCKS 


made for any size file 


75¢ 


STURDY CONSTRUCTION — Prontos are built of 275- 
Ib. test corrugated fibre board and reinforced with 
steel on the shell and the four corners of the drawers, 


SAVE FLOOR SPACE — Constructed so that they inter- 
lock into solid units and stack as high as the ceiling, 
saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more need of 
fussing and fuming. With Pronto files you can get at 
all records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful 
in appearance, finished in an attractive olive green. 
The steel drawer front matches your regular active 
office files. 
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COLE'S new invention | 


i 


An amazing invention. Will keep your records at, 


your finger tips, your supplies under lock and key 

and your valuables in a steel vault—only YOU a 

know the combination. Contains: Two ball-bearing Ni 

letter files; two double drawers for 3 x 5 or 4x6 oa 

cards (6400 capacity), card drawers can also be 16 

" used for cancelled checks; a safety vault with com. | 7 

me Ms bination dial lock; plus three adjustable storage | H 
oh es compartments under lock and key. 37'/2” high, 30/2” | - 


wide, 17'2” deep. Cole gray baked enamel finish. 
| ; 
The “AUDITOR'S” File, = * 


With plunger-type lock which 5 50 os 
automatically locks all drawers. 67 | W 
NO GIOPG niiscstarererees $F 500 No. 478 Ww 
ba 
The above cabinet with four letter-size drawers instead of 
two. (The additional drawers replace the lower storage 
compartment.) Order No. 474 $72.50 
k 


The “PROFESSIONAL” File No. 870 


Ideal for lawyers, doctors and other offices. 
Contains: two legal-size drawers, two 5x8 
drawers (3200 card capacity) ; two flat drawers 
172” x 16” x 1%”, Three adjustable storage 
compartments with safety lock. 37'2” high, 


The “SECRETARY JUNIOR” File No. 370 
Contains: Two ball-bearing letter files; a double 
_ —- for 3 : 5 = 4x Py ae ee 4 
card drawer can also be used for cancelled checks; . 4 
three adjustable storage compartments under lock rollers, plus three adjustable storage compart 
and key. Size: 32” high, 30/4” wide, 17” deep. ments under lock and key. Size: 37/2” high, 


Olive green or Cole gray. 302” wide, 17'2” deep. Olive green or Cole 
$3395 grey. . 


$3695 | 


The “BANKER’S” File No. 473 


Contains: Three letter files on ball-bearing 


4h” wide, \7'2” deep. Oli With locks on both letter-size drawers. . 
ey pis aap’ tc ay a a No. 370LL $37.95 With plunger-type lock which automatically 
5 With plunger-type lock which automatically 3 ‘ sala 
$4995 hisin Ait Minion Mn SO $40.70 locks all drawers. No. 47 3PLcececccsnomernesn $43.75 
- — - Also available with legal size drawers. 
The. above cabinet 371/>” high with two No. 873 $38.95 


The above cabinet with locks on both legal-size 
drawers. No. 870LL $53.95 


‘COLE 


double-card drawers instead of one (6400 
Card capacity). NO. 470 .ecececruenmenneenene $39 IS 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF ROCKIES. 


With plunger-type lock which automatically 
locks all drawers. No. 873PL........ wn $45.75 


STEEL EQUIPMENT COMPANY _ 
285 Madison Avenue, New J 
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Tools of the Office 


—A continuing series 


This month: secretarial posture chairs, 
staplers, and numbering machines 


POSTURE CHAIRS 


Art Metal Construction Co., Jamestown, N. Y. 

No. 709A Secretarial Posture Chair 

@ Overall height: Min. 31%"; Max. 3614”: width of seat, 
16”; depth of seat, 14”; width of back, 124%"; height of back, 
7'4”. Height of back from seat, min. 12”; max. 1514”. 
Height of seat from floor, min. 17”; max. 20”. Seat and 
back: perforated plastic coated fabric (choice of colors) 
over foam latex molded cushion and contoured pan. Thick- 
ness of seat: 254” (this includes 1” thickness foam latex). 
Width of base, 25%”. Casters: 2” ball bearing, soft tread 
rubber. Hard composition optional. Finish: heat-treated, 


anodized, satin aluminum coated with clear, baked varnish. 


Welded tubular construction gives smooth, modern lines 
with maximum strengtli. Scientifically contoured seat and 
back pans molded to fit body. Casters full swivel plate type. 


Four simple hand adjustments for correct height of seat and 
back, angle of back support, tension of back and automatic 
adjustment (Live-Action back rest, self adjusting, follows 
and supports every movement of the body). Has the added 
feature of the new Tilt-Action seat, exclusive with Art 
Metal in metal office chairs. Front edge of seat rises only 
fraction of an inch from horizontal when back is fully re- 
clined permitting user’s feet to remain comfortably at rest 
on the floor when in relaxing position. Eliminates constrict- 
ing pressure behind knees. 


Artility Metal Products, Inc., Elkhart, Ind. 
Bodirest No. 255 

@ Seat, 16” wide x 141%” deep, cushioned with foam rubber. 
Form-titting, spring controlled backrest is 13” wide x 7” 
high, and cushioned with Nukraft. Completely adjustable 
to fit the requirements of the individual user. Metal parts 
are enameled in all popular colors—upholstery coverings 
in a variety of leathers and cloth fabrics. Equipped with 
2” ball-bearing casters. List price, $21 in simulated leather 
covering. (To next page) 


Sturgis No. 972 Milwaukee Chair’s Wells Office 
‘ 73% FL Furniture 1270 


Kewaunee Mfg. Co. Knoil Associates’ 


UC 1722 Chair 


Artility Metal’s 
255 N8317 No. 63 


Shaw-Walker’s Harter Corp.’s 
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POSTURE CHAIRS 
Tools of the Oftice 


Burroughs Adding Machine Co., Detroit, Mich. 

Burroughs Chair No. 1 

@ Dimensions: Adjustable height of seat, 1714” to 2114”; 
seat, 15” x 17”; backrest, 8” x 14”. Made of one-piece alumi- 
num castings. Stainless steel scuff plates. Foam rubber 
cushions upholstered in brown, red or green Vinylite plastic 
coated cloth. Finishes: three coats of enamel baked at high 
temperatures. Polished stainless steel. Seat, back and 
frame in one-piece aluminum castings. Greater security 
because of wider spider base with a low center of gravity 
and load distribution. Self-lubricating swivel and_ ball- 
bearing casters. Form-fitting seat. Adjustments for height, 
angle of backrest frame to chair, height of backrest cushion, 
angle of backrest cushion, and tension of back rest spring. 


Cramer Posture Chair Co., Inc. 

1205 Charlotte St., Kansas City, Mo. 
Model 22-A Aluminum-Ease Posture Chair 
@ Seat size 1714” wide, 14%” deep; back size 13” wide, 8” 
high. Seat perforated for ventilation. Padded with molded 
foam rubber 2%” thick. Seat has all-around bumper for 
protection of adjacent furniture, user's hose, clothing. Base 
of one-piece aluminum casting, with trigger release control 
for seat adjustments. Upholstery: seat and back covers read- 
ily removed for replacement or dry cleaning. Available 
in wide variety of fabrics and Naugahyde (plastic). Base’s 
finish: choice of satin aluminum, or baked enamel brown, 
green, and grey. Other models. 


Dependable Mfg. Co., P. O. Box 1121, Omaha, Neb. 
Tru-Posture Chair No. 617 

@ Instant adjustment over a range of 7” is made by a light 
pull upward on the seat to the height desired. Backrest 
may be raised or lowered; back can be brought forward or 
backward; back may be regulated to any degree of ten- 
sion. Steel constructed, electrically welded, caster mounted. 
Upholstering in Vinyl-coated leatherette. Other Tru-Pos- 
ture models. 


DuMore Chair Co., Inc., Elkhart, Ind. 

Postur-Matic Chair, Deluxe Model 

@ Upholstered in nylon fabric with chrome-plated base. Has 
ventilated seat and back. Completely adjustable both as 
concerns seat height and the positioning of the backrest. 


General Fireproofing Co., Youngstown, Ohio 

No. 2123 Posture Chair 

@ Dimensions: Width over-all 155¢”; width of base 24%”; 
height of back from seat 12” to 1514”; height of seat from 
floor 17%” to 20%”; depth of seat 14%”. Five adjustments. 
Seat does not tilt but back does. Specifically designed for 


Metal Office 


DoMore Deluxe Furniture C-77 


Dependable 617 


secretarial work. Can be fitted properly to any individual. 
Foam rubber cushioning throughout. Base and hair pin 
made of heat-treated, anodized aluminum. 


W. H. Gunlocke Chair Co., Wayland, N. Y. 

No. 588-P Posture Chair 

@ Sitting depth 15%”. Height of back adjustable 1714” to 
19” Width overall 1714”. Seat formed in a natural contour 
to distribute weight evenly and permit greater working 
comfort. Upholstered in leather. Non-tilting seat and re- 
clining back. This is a wood chair. Oak, walnut finish, ma- 
hogany finish. Solid walnut, green and grey finishes. 


Harter Corp., Sturgis, Mich. 

No. 63 Resilient-Back Posture Chair 

@ Seat: 17%” wide, 15%” deep. Cushion is 3%” thick. 
Height is adjustable from 16” to 20%”. Back: spring action. 
Formed sheet steel back pan. 11” deep, 1514” wide. Base: 
one-piece formed steel. 24” spread between caster retainers. 
For office workers needing a larger chair than the conven- 
tional posture model. Features of the No. 63 are the fully 
molded foam rubber seat for easy circulation of air and 
the large curved-to-fit back rest padded with foam rubber. 
llarter’s large one-piece streamlined base is standard on 
this model. This base is fashioned from a single sheet of 
formed steel. Its design eliminates squeaks and rattles of 
joined bases. Hooded casters are also standard equipment 
on the No. 63. 


Jasper Chair Co., Jasper, Ind. 

No. 288 Posture Chair 

@ Seat 17%" x 1514”; height of back from seat 16%” to 
18%”. Casters ball bearing 15¢”. Quartered oak. Walnut 
or mahogany finish. Upholstered in leather. Seat has two 
layers of Nukraft topped with foam rubber. Back is cotton 
filled. 


Jasper Seating Co., Jasper, Ind. 

Model 46 LR Posture Chair 

@ One of several made by Jasper Seating Co. Made in 
birch or quartered oak, with choice of finishes in walnut, 
mahogany or oak. Well upholstered with either simulated 
leather or in deep buff or top grain leather. Adjustable 
seat height or back tension. 


Kewaunee Mfg. Co., Adrian, Mich. 

Model UC 1722 Typist Chair 

@ Seat adjusts 17” to 22”, seat is 15%” x 1412” with 2” thick 
sponge rubber cushion, covered with top grade leatherette. 
Back rest adjusts both horizontally and vertically. Is felt 
padded and covered with same material as seat. Base is 22” 
from tip to tip, formed of one piece from heavy gauge steel. 
Baked enamel finish, green or grey. Quick, easy adjustment 
of seat height is made, by merely lifting seat. List price 
with casters, $25. 


(To page 54) 
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Comparison Proves—America’s Best Buy 


POSTURE 
CHAIRS 


The Debonair Posture Tilt The Secretary 
No. 825 
Upholstered in 


Duran, Genuine 
leather, or Shelt- 
moor Fabric. Fin- 
ish in soft satin, 
or brown, green 
or gray baked 
enamel. Foam 
rubber over 
spring seat 181.” 
x 17”. Spring 
filled back 1634” 


x 13”. 
No. 825 
No. 4270 No. 4272 , a 
Upholstered in Duran, Genuine Leather, or ene The Challenger 
; 7 


Sheltmoor Fabric. Finish in soft satin, or 
brown, green or gray baked enamel. Seat 
size 164/2"x131"._ Foam rubber over spring. 
Foam rubber back rests. Ball bearing cast- 
ers. Seng posture mechanism. Positive ad- 
justable back rest. 


No. 4270 838.40 No. 4272 $13.20 


No, 3271 


Upholstered in Duran 
or Sheltmoor Fabric. 
Brown, green or gray 
baked enamel finish. 
Rigid back frame. 
Padded ‘seat 1642” x 
All prices shown are for Zone I with 31” x 2”. Padded ad- 
Duran upholstery. Prices are slight- justable back rest. 


ly higher in Zones 2 and 3. 


No. 3271 $25.85 


Write for complete catalog! 


VELLS ~ GENERAL OFFICES 
LY (725 S$. LA SALLE ST. 
_ CHICAGO 5S, ILLINOIS 
* 
TELEPHONE 
* HARRISON 7-1100 


CHAILR CORPORATION. Go 
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General Fireproofing Sikes Co.’s Art Metal New Indiana Chair Taylor Chair 
No. 2123 No. X131'% No. 709A No. 1409 8850!. 


POSTURE CHAIRS 
Tools of the Oitice 


(From page 52) 
Knoll Associates, Inc., 601 Madison Ave., New York 
The Tibo Posture Chair (Two Models) 
@ Dimensions Model T-60, minimum seat height 135%” 
from floor, maximum seat height 214%” from floor. Model 
T-60U minimum seat height 1534”, maximum height 2314”. 
T-60 has natural finished birch molded plywood seat and 
back. T-60U has fabric upholstery over toam rubber, in 
green, red or grey. Model T-60UP has Saran plastic up- 
holstery over foam rubber in grey, brown, red green, or 
brown and white stripes. Casters are extra on the T-60 
model. Base is steel with grey crinkle baked enamel finish. 
Adjustable section of back rest is cadmium. Price T-60 is 
$24.60; T-60U, $30; T-60UP, $33. 


B. L. Marble Chair Co., Bedford, Ohio 

No. 65'/. AF Posture Chair 

@ Height of back from seat, adjustable from 13” to 15”; 
sitting depth 14”; width of seat at front 17”. Seat cushion 
of thick molded foam rubber on a wood base. Top of seat is 
covered in Bedford Cord fabric. Available in walnut, birch 
walnut, birch mahogany, Marblecote or oak. Spring con- 
trolled tilting back, fully adjustable (up or down, forward 
or backward) to fit individual requirements. 


Metal Office Furniture Co., Grand Rapid, Mich. 

Model C-77, Secretarial Posture Chair 

@ One of the several styles in Metal Office Furniture Co. 
posture chair line. Features include an enlarged form-tit- 
ting back, a “waterfall” seat, an improved chair iron, and 
2” hooded casters. “There are six adjustments to give seat- 
ing comfort and correct posture,’ maker reports. 


Milwaukee Chair Co., 3022 W. Center St., Milwaukee, Wis. 
No. 73'/2 FL, Secretarial Posture Chair 

@ Dimensions. Height of back 13%” to 151%”; depth of 
seat 16”; width of seat 17”. Made in oak, birch, and solid 
walnut. Upholstered in leather or fabric or combination of 
both. Moulded Latex seat properly contoured for maximum 
posture advantages. Well rounded base legs for protection 
against shoe scufhing and hose snagging. Height of seat, ten- 
sion of back, position of back easily adjustable to fit user. 
Backrest curved and shaped to conform to the normal curva- 
ture of the spine assuring correct support. Seat properly 
shaped to make correct seating posture automatic. 


Marphy Chair Co., Owensboro, Ky. 

No. 227 Posture Chair 

@ Murph-ease top end wood seat stenographic chair with 
all conventional adjustments plus hinged back to give sup- 
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port. Also have No. 225, another secretarial chair. Both 
models have form fitting saddle seat. These are wood 
chairs. 

New Indiana Chair Co., Jasper, Ind. 

No. 1409 Posture Chair 

@ Adjustable for seat height, back height, back tension, and 
distance of back from seat thereby making it adjustable 
for use by practically any sized person. In addition to this 
pattern they make a complete line of posture chairs for 
both clerks and executives available with wood seats and 
backs as well as with seats and backs upholstered with 
Tolex plastic material, leather and Goodall Claremont fab- 
ric. Finishes available to match practically all types of 
finishes used on office furniture and made from oak, birch 
and walnut. 


Ohio Chair Co., Girard, Ohio 

M-700 Aluminum Posture Chair 

@ Designed for large men and women. Seat 17” wide by 16” 
deep; adjustable for height. Thickly cushioned with foam 
rubber. Backrest 16” wide by 11” high, also cushioned; 
tilting, adjustable for tension and height. Base of cast 
aluminum, 24” spread, rides on 2” ball-bearing casters hav- 
ing soft rubber tread. Finish of base, hairpin and other 
aluminum parts have high satin finish permanized by a 
final plastic coating. Upholstery: Goodall Claremont fab- 
rics in green, maroon and brown. Naugahyde plashic-fin- 
ished, simulated leathers in green, grey, maroon and brown. 


No. 585 Stenographers Posture Chair 

Same tilting and adjustable features as M-700. Seat 16” 
wide x 14” deep. Backrest 12” wide 7” high. Seat and back 
cushioned with foam rubber. Base, finish, and upholstery 
features same as M-700. 


B. L. Marble 
No. 65% 


Jasper Seating 
No. 46LR 
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Shaw-Walker Co., Muskegon, Mich. 

No. N8317, Secretarial Posture Chair 

@ New model tor secretanes, ..c.u0graplers, typists, ma- 
chine operators and clerical personnel. Made of aluminum 
with thick foam rubber seat and back upholstered with 
Grospoint frieze (silvertone, brown, green and maroon) or 
plastic coated fabric (tan, green and maroon). Rear of seat 
one inch lower than front so occupant automatically sits 
back in restful, healthful upright position. Equipped with 
15g” soft rubber ball-bearing casters. Adjustable tive ways 
to change height of seat and height, angle and tension of 
back—easily changed without the use of tools. New flowing 
lines of base protect clothing and hosiery—hides unsightly 
adjustment mechanisms. 


N. T. Shepherd Chair Co., Salt Lake City, Utah 
Comfortaire Model 1023 

@ Dimensions: Seat 144%” x 17” with 234” thick molded 
foam rubber. Back size 10” x 12” with 1” thick molded 
foam rubber. All steel construction. Furnace brazed at 
main stress points Removable covers can be easily cleaned 
or economically replaced. Colors grey, green and brown. 
Special colors available on request. Has 2” Bassick ball- 
bearing casters with Shepherd patented Shu-Guards, assure 
safe mobility of chairs at all times and prevents scuffing 
of user’s shoes and snagging hose. Four positive locking 
adjustments allow instant adjustment as required. Exclu- 
sive sliding seat feature adjusts instantly to meet typing, 
general office, or relaxing needs as they are required 
through the day. Positive support is thus maintained. 
Fatigue causing slump position is instantly changed to one 
of good posture balance. Price under $40. 


Sikes Co., Inc., 20 Churchill St., Buffalo, N. Y. 

Clerical Posture Chair, No. X131'/2 

@ Dimensions: Height of seat from floor adjustable 1614” 
to 1914”. Maximum height from top of seat to top of back 
16144”. Width of seat 17'4”. Sitting depth 14”. Constructed 
of selected hardwood—either birch or oak. All wood con- 
struction. Scientifically scooped seat, carefully contoured 
backrest assure confort. The chair uses the Sikes patented 


Right: Burroughs’ 
Chair No. 1 


Below, left: Gunlocke’s 
588-P, and  Jasper’s 
Chair’s No. 228 


t 


- SALARY: 
$2,500 a year 


It costs very little to seat a 
girl in a chair that helps her 
do her job well. Your Stur- 
gis dealer will bring it to 
your office for a free trial. 


Good office seating is an in- 
vestment. Bad seating is ex- 
pensive. Write for your Sturgis 
dealer’s name and our stimu- 
lating booklet, ‘‘The High 
Cost of Sitting”. 
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Invigorating Comfort 


THAT KEEPS THE SECRETARY ALERT 
AND EFFICIENT . . . with less effort 
.. . EVEN IN THE HOTTEST 
WEATHER 


; 
, 


Taylor's 


Comfortable Posture 
Chair + 88481, 


Five-point adjustability for most com- 
fort. 2" foam rubber “queen-sized" 
seat. Foam rubber, pivoted Taylor's 
exclusive hinge, follow-through back. 


Write for brochure and nearest source 
of supply. 


The 


Taylor Chair Company 
Bedford, Ohio 


POSTURE CHAIRS 
Tools of the Oftice 


posture mechanism which gives full support in the working 
position and yet, through its reverse spring action, permits 
easy relaxation. All chairs are regularly equipped with ball- 
bearing casters with 2” wheels, either soft or hard thread. 
A rubber seat bumper is also standard equipment. Scuff 
plates and base snubbers are available. Four adjustments 
on the Sikes patented mechanism make it easy to fit this 
chair to the user and the tension spring handwheel is rubber 
covered for effortless adjustment. 


Ohio Chair M-700 N. T. Shepherd 1023 


Sturgis Posture Chair Co., Sturgis, Mich. 

No. 972 Glidemaster 

@ A full spring-back action chair, allowing the secretary 
to tilt back with posture support all the way; combines 
the benefits of the Sturgis Follow-Flex backrest support 
that automatically follows her back through all her move- 
ments. The 1634” x 13” x 3” seat is made of individual 
coil springs topped with a thick layer of foam rubber, giv- 
ing a depth of comfort for girls of all sizes. The 14” x 8” 
backrest is cushioned with soft density foam rubber. Metal 
parts are Bonderized, then sprayed with enamel, and infra- 
red baked for uniform finish hardness. Chair finishes are 
available in any of several colors or to match colors of stand- 
ard metal desks. There is a wide choice of colors to choose 
from in  hand-tailored upholsteries: Versilan, Goodall’s 
Claremont and Bedford Cord, and Deep Buff or Top Grain 
leathers. 


Taylor Chair Co., Bedford, Ohio 

8850'/, Stenographic Posture Chair 

@ Height of back from seat 14%” to 164” sitting depth; 
width of seat at front 1744” seat adjustment from floor 16” 
to 21”. Quartered-white oak, mahogany or walnut finish, 
grey or green, walnut, rubberized hair-filled seat and back. 
Back is follow-through pivotal. Four-point adjustability. 
Quartered-white oak, walnut or mahogany—upholstered in 
fabrilite, frieze, stock colors $51 list. Walnut or mahogany 
finish upholstered in saddle leather Gros Point $56 list. Top- 
grain leather $62 list. 


Wells Office Furniture Co., 725 S. LaSalle St., Chicago 
Debonair, No. 1270 Tilting Back 


@ Seat size, 16%” x 13%” x 3%” cushioned with springs, ~ 


Back rest, 7” x 13” x 2” cushioned with foam rubber. Baked 


/ enameled finishes in—Appealing Green, Lustrous Brown, 


Brilliant Grey and Soft Satin. Price $36.70 each list, Zone 1. 
Challenger, No. 3271-Non-Tilt 

@ Seat size, 1614” x 13%” x 2”. Back rest, 7” x 13” x 1”. 
Baked enamel finishes in same colors as No. 1270 except 


| Soft Satin. $25.85 each list, Zone 1. 


\ 


(To page 58) 
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Countless users 


ACE FASTENER CORPORATION « 
IN CANADA e ACE FASTENER (CANADA) LTD., 


August, 1950 


the world over 


prefer 


@ When you buy ACE Stapling Equipment you get the 
finest that money can buy. It is the leader, today, as it has 
been for more than twenty years. Ace Staplers are built 
to last a lifetime . . produced with a degree of skill and 
watch-like precision which assures those smooth, reliable 
operating qualities so greatly appreciated by users the 
world over. 


To get maximum results from your Ace Staplers, be sure 
to use ACE Staples. Ace Engineers have developed a special 
process which gives Ace Staples extra strength as well as 
superior operating satisfaction. 


VISIT YOUR LOCAL STATIONER .. have him demonstrate 
the ACE Line of finer Staples and Stapling Equipment. 
SOLD ONLY THROUGH DEALERS 


CROSS SECTIONS SHOW HOW 
ACE STAPLES ARE MADE 


FIG.1. shows cross section of FIG.2. shows the ALI- 

on ALL-ROUND steel wire. ROUND wire ofter being 

Ace uses only premium treated by the ACE 

mode, occurately drawn-to- PROCESS. This gives 

size steel wire. maximum strength on the 
outer edge where it is 
most needed. 


ACE PILOT ACE STANDARD ACE sCoutT~ ACE CLIPPER ACE STAPLES ACE STAPLE 


REMOVER 


3415 NORTH ASHLAND AVENUE +» CHICAGO 13 


1 NOTRE DAME ST., WEST, MONTREAL 
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STAPLERS 
Tools of the Oftice 


(From page 56) 
Ace Fastener Corp., 3415 N. Ashland Ave., Chicago 
Aceliner No. 502 
@ Measures 74%” long. Construction: Made of steel with 
triple plated chronium base. This machine has four opera- 
tions: it staples, pins, hand fastens, tacks. Price: $6.50 list, 


Acme Staple Co., 1643 Haddon Ave., Camden, N. J. 

No. 1-12" Saddle Back Stapler 

@ Depth of throat 12”. Maximum clearance (at anvil) 
214”; base over-all 314” by 18”; maximum length 2314”. 
Flat table 444” x 8”; saddle table 4” x 9”. The machine 
weighs 18 Ibs. Uses four different leg length staples en- 
abling one to bind from two sheets to a collection up to 39” 
thick. [Equipped with interchageable flat and saddleback 
tables—the flat table being equipped with an adjustable 
gage. There are other models—hand and foot operated. 


Arrow Fastener Co., 30 Maujer St., Brooklyn, N. Y. 

No. 202 Stapler 

@ Reach 334”; weight 16 oz. All steel construction. Chrome 
finish stainless steel cap. Standard stapler for heavy com- 
mercial use, serves as stapler and tacker. Fastens up to 40 
sheets of paper, loads 210 standard staples—temporary and 
permanent stitch. Retail price $5. 

No. 105 Arrow Stapler 

@ Reach 234”; weight 11 oz. All steel construction. Chrome 
finish. Acts as stapler, tacker, plier. Fastens up to 40 sheets 
of paper, temporary and permanent stitch. Loads 105 
standard staples %” x 4”. Retail price $3.50. 

Bates Mfg. Co., 30 Vesey St., New York 

Mercury and Bates Staplers 

@ Bates makes a varied line of conventional type staplers 
under the Mercury label, and the spool-of-wire type of 
stapler under the Bates brand. The Mercury brand has 
six models, two of which are tackers. The Mercury staplers 
offer seven different throat depths up to 16” in four models, 
with varying staple capacities. The Bates stapler takes 
a spool of wire from which a staple is cut off with each 
use of the machine. Spool gives 5,000 staples. 


Bostitch, inc., Westerly, R. 1. 

Model B&R Desk Stapler 

@ Length 534”. Weight, less than 6 ounces. Made of steel 
with plastic knob and detachable plastic base. Plastic base 
can be snapped off to permit machine to be used as a thin 
bladed stapling plier. Base and blade can be swung back, 
converting machine into a handy tacker. Performance com- 
parable to larger staplers and much lower cost permits wide 
distribution throughout offices for greatest efficiency. At- 


Left: Bostitch B8R; 
below: Ace Fastener’s 


502 
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tached staple remover permits greater use of stapling for 
temporary as well as permanent fastening. List price $2.60, 
including U. S. A. excise tax, and subject to quantity dis- 
counts. Also heavier desk model and factory type staplers 
and stitchers. 


Above, left Arrow 202; 

and Speed Products’ 

No. 4 Right, Neva- 
Clog J-30. 


Fastener Corp., 860 Fletcher St., Chicago 

Duo-Fast Pocket Stapler 

@ Same size as a fountain pen, weighs 1% ounces; holds 
100 staplers. Has plastic barrel which comes in five differ- 
ent colors. Cap and mechanism are chrome. Claim is it 
will fasten 12 sheets of paper. Sells for $2.95 with 1,000 
staples. 


E. H. Hotchkiss Co., Norwalk, Conn. 

Trojan Stapler (Tacker) 

@ One-hand operated device handling staples with three 
different lengths: 44”, 5/16” and 34”. By a simple adjust- 
ment it can be made to handle either .025 or .050 gauge 
wire staples. Grip fits the hand. Staple slide fully enclosed 
to keep out dust and grit. Other models. 


Neva-Clog Products, Inc., Logan St., Bridgeport, Conn. 
Models J-30 and J-60 Stapling Plier 

@ Measure 5%” long, 3” high, 34” thick. Stapling depth 2”. 
Both Model J-30 and J-60 are of similar construction, ex- 
cept that the J-60 plier incorporates an additional feature 
of a double anvil, operated by a button, which enables the 
user to fasten either permanently or temporarily (pin-like, 
for inclosures that will have to be detached. Finished in 
satin-nickel and built sturdily. Features an easy one-hand 
operation that does not require a working surface. The thin 
34” dimension makes the Neva-Clog suitable for carrying in 
salesmen’s briefcases or for storage in shallow desk drawers. 
Virtually silent operation makes it desirable in the execu- 
tive’s private office. The “in-hand” feature makes it desir- 
able for the file clerk who must work from cabinet to cabi- 
net. Both machines use Neva-Clog staples DJ-340, at $1.50 
per box. Price $4.25 for J-30; $4.50 for J-60. 


Acme Staple Co.'s 
1-12” Stapler 
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STAPLERS 
- Tools of the Oftice 


Speed Products Co., Inc., 37-18 Northern Blvd., Long Island 
City, N. Y. 

Swingline No. 4 Desk Stapler 

@ Over-all length 8%”, throat 4”. Chrome body; Hammer- 
tone finish in Speed’s Jeweltone colors: jade, topaz, garnet, 
pearl. Also available in grey or black crackle finish. Rubber 
feet for desk protection. Faster loading, non-jamming 
staple channel eliminates moving parts necessary to closed- 
in type of stapler. Pins, staples and tacks. Takes full strip 
of 210 standard size staples. 


Hotchkiss Trojan Staplex Electric 


Fastener Corp. Duo-Fast = 


Wilson-Jones’ 
Tatum stapler 


Bates’ spool 
type stapler 


The September “Tools of the Office” feature 
will cover adding and calculating machines, 
microfilm equipment, and dictating machines. 
Desk lamps, office lighting fixtures, and visible 
index units will appear in October article. 


(More staplers on next page) 
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Exclusive Canadian Distributor: 
CANADIAN STAPLES LIMITED—Mont., Toronto, Winnipeg, Vancouver 
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Staplex Co., 68-72 Jay St., Broolyn, N. Y. 

Electric Stapling Machine 

@ Models $54 for 110 volts, 60 cycles AC; S56 for 110 
volts DC. Dimensions 4%4” wide, 10” high and 10” deep. 
Weighs 12%lbs. Entire machine is embodied in a dural cast- 
ing with a wrinkle baked finish for lasting good appearance. 
Special rubber suction cups prevent slipping or marring desk 
surfaces. Can be picked up and placed wherever desired. 
Operation is entirely automatic; no motor or hand levers. 
Instantaneous acting.. Will staple as quickly as an article 
is inserted. A fully adjustable marked guide allows selection 
of staple depth. Price, $105. 


Wilson Jones Co., 3300 Franklin Bliv., Chicago 

Tatum Die Cast Aluminum Stapler 

@ This stapler, produced by Wilson Jones Co., incorporates 
many new features that provide convenience in operation, 
extra penetrating power, ease of staple loading, and smooth 
action. It staples, pins and tacks. Modern streamline de- 
sign in two-tone satin finish aluminum harmonizes with 
desk appointments for the office or the home. 


NUMBERING MACHINES 
Tools of the Oftice 


American Numbering Machine Co., 

Atlantic and Shepherd Avenues, Brooklyn, N. Y. 
American Speed Set 
@ Finger-tip control of each wheel enables quick setting 
from one series of numbers to the next. Used in numbering 
lot numbers, sizes, identification numbers, or wherever a 
number is continued from one document to the next. 


American Visible 

@ Maker claims this model to be the only automatic num- 
bering machine which permits the operator to quickly check 
the correctness of the next number before it is printed. 
Available in consecutive, duplicate and repeat actions. 
American Numberette ° 

@ A7 oz. machine, less than half the weight of the conven- 
tional machine. Available in 3 actions, with a distinct figure 
style. 


Bates Mfg. Co., 30 Vesey St., New York 
Multiple Movement Numbering Machines 
@ Has four movements: consecutive, duplicate, triplicate, 
and repeat. Use of bakelite in frame cuts weight of machine 
almost in half. Frame is guaranteed against breakage. This 
model comes in 6, 7 and 8 wheel governing the numbering 


we 


Left: William A. Force 
Model 150, 


Below, left: American Number- 

ing Machine Co. Speed Set, 

Numberette, and Visible; a 

Bates Multiple Movement ma- 
chine. 


Roberts Numbering 
Machine Model AR | 


capacity. Styles A, E and G represent three different sizes 
of the numbers, with the 8-wheel model limited to Style A, 
the smallest size numbers. 


Bates Eight Movement Machine 

Designed to give most complete numbering machine per- 
formance, combining in one machine all the movements 
from consecutive through octuplicate and repeat. There are 
other types of Bates numbering machines, all of which are 
equipped with roller bearings; the Bates dial setting device 
for changing from one movement to another; permanent 
ink pad which does not have to be taken from machine to 
be re-inked; and engraved figure wheels for sharp impres- 
sions. 


William A. Force & Co., 216 Nichols Ave., Brooklyn, N. Y. 
Model 150 Automatic Numbering Machine 
@ Dimensions: 534” high, 2%” wide, 1%” deep. Hand op- 
eration. Steel construction throughout. Nickel plate frame. 
Has 3 movements: consecutive, duplicate and repeat. Self- 
releasing catch for locking when re-inking or changing 
wheels with stylus. Improved felt inkpad for clear impres- 
sions. Deep, clear-cut figures, 3/16” Roman figures only. 
Graduated gauge plate for accurate location of numbers. 
Triplicate or quadruplicate actions in place of duplicate at 
slight extra charge. Letter wheels available. 

Price: $17.50 plus Federal Excise Tax. Other models. 


Roberts Numbering Machine Co., 700 Jamaica Ave., 
Brooklyn, N. Y. 
Automatic Numbering Machine 
@ Number, date and time, in a variety of arrangements, are 
available in the Roberts’ new Model A series Rapidprint 
numbering machines. Efficient paper-processing speed is 
the keynote of design, the machine being provided with a 
“paper trigger” which automatically operates the stamping 
mechanism when a paper is inserted in the machine. The 
location of the print is determined by the adjustment of the 
trigger-operating point, and paper guides are often fur- 
nished for side location. Machines are available to operate 
on any type of current. Remote control is possible using a 
foot button or a distantly-located switch. Engraved dies 
are furnished with the machine, and a revolving six-sided 
word roll is available with an externally-marked knob. The 
Model A series is constructed to stamp legibly through 12 
carbon copies. 


Model AN 

@ Has six wheels which advance consecutively as each 
stamp is made. Variations are possible permitting up to 
twelve wheels engraved with figures, letters and characters. 
The wheels are a special hard brass engraved with a Gothic 
type face. Actions available include repeat, consecutive and 
on up to quintuplicate. A manual consecutive lever can be 
furnished if the number must be printed an irregular number 
of times before changing to the next higher number. The 
machine can be had with a repeat lever which locks the 
action when desired. The Model AN is designed especially 
for carbonized multiple-form vouchers and coding, but they 
may be used for a multitude of control purposes. There 
are other types. 


Limited quantities of over-run forms of 
“Tools of the Office” articles, are available 


on request. 
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TRAINING 
(From page 38) 


ceptable to clerical employees and to clerical super- 
visors: 
(1) Top management stated as a definite policy: 

(a) Existence of excess time in the initial application of 
the technique of clerical work measurement was not 
in any sense a reflection on local supervision, for until 
top management provided an adequate measurement 
device, the supervisor was without a yardstick to de- 
termine accurately the number of man-hours required 
to perform the work for which he was held responsible. 

(b) No competent employee would lose his or her position 
as an immediate result of the application of the tech- 
nique of clerical work measurement. 


all performance up to the accepted minimum standard 
of 87.5 per cent would be accomplished through nor- 
mal transfers, turnover, etc. 

(2) Because of the foregoing policy, clerical employees entered 
enthusiastically into the clerical work measurement part 
of the program. 

(3) Every standard unit time developed had to be acceptable 
to the employee who performed the operation, to the super- 
visor, and to the analyst. Occasionally this policy resulted 
in prolonging the survey work somewhat, but it definitely 
paid off in good employee morale and interest in the 
objectives. 


We are now in the process of applying the broad 
basic training part of our program to locations where 
clerical cost control is in effect. What the results will 
ve when these locations have completed the program 
we can only speculate, but on the basis of evalued re- 
sults so far creditable to each part of the program, we 
are inclined toward a feeling of optimism. 


OFFICE IN A HOME 


(From page 35) 
taker’s apartment, a combination kitchen and dinetie 
(which serves agency personnel and doubles as a test 
kitchen as well), storage room, lavatory, and recrea- 
tion room. Walls were resurfaced and repainted. 
Ample heating and modern lighting and plumbing 
were added. 

The first and second floors were remodeled only a 
little short of what a housewife would want in her 
own home. Much of the handsome beauty and char- 
acter of the home was preserved: hardwood floors 
were cleaned and polished to.a new brightness; solid 
mahogany doors were left untouched; as were some of 
the lighting fixtures. Since every wall or ceiling had 
to be papered or painted anyway, employees were 
allowed to choose the colors for their rooms. 

The visitor, upon entering the front door of the 
Perry-Brown office, finds himself in a little vestibule 
which has been paneled in Realwood by Formica. The 
floor is made of Formica Pregwood and has a beauti- 
ful, rich grain. Opening another door, the visitor is 
now in the receptionist’s office. To the left, through 
solid mahogany sliding doors is the 16’ x 19’ agency 
conference rooms. Facing the visitor is a large fire- 
place. (Almost every room in the building has a fire- 
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(c) Any reduction of personnel required to bring the over- | 


Mae AT YOUR - 
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DISPLAY your products in the 


world’s greatest SHOWCASE— 
GRAND CENTRAL PALACE... in 
the very heart of the world’s greatest 
market for office equipment Buyers. 


DEMONSTRATE your products to 


a receptive audience comprising top 
executives and qualified purchasers 
who look forward to the National Busi- 
ness Show — and attend it, year after 
year, in record-smashing numbers. 


SELL your products “on-the-spot” 
at the show that’s perfectly timed for 
Buyer acceptance at the START of the 
business year. It’s your great oppor- 
tunity for volume-swelling selling at 
point-of-SALE! 


REMEMBER THE DATES! OCT. 23rd thru OCT. 28th 
RESERVE SPACE NOW! 
Hit the Mid-Century Mark of Progress! 


Phone, Wire or Write 
RUDOLPH LANG, MANAGING DIRECTOR 


NATIONAL BUSINESS SHOW 


33 WEST 42nd ST., NEW YORK 18, N.Y. 
PENNSYLVANIA 6-6760 
The Office Executives Association of New York, Inc. 
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place—and every one is operatable.) 

To the right of the entrance is the visitor’s waiting 
room. Right off of it there is the first of seven lava- 
tories and bathrooms which, to most visitors’ eyes, 
are the unusual and attractive features in the house. 
Like five of the others, it is finished in decorative For- 
mica, which is at once colorful and easy to clean and 
keep clean, thus simplifying the problem of main- 
tenance. : 

Beyond the receptionist’s desk, to the left, are two 
large rooms occupied by the three-man art studio. 
Also, a former butler’s pantry which has been con- 
verted into a washroom and store room. ‘To the right, 
rear, through a short hallway is the production office 
where three people work. It is large enough to con- 
tain a double desk, another desk, three work tables, 
three files, and storage space for art-work. All work- 
ing surfaces have grey Formica tops and the window 
sills are finished in black Formica. 

A beautiful, old-fashioned staircase leads off from 
the reception office to the second floor, where the ex- 
ecutive offices of the agency are located. Altogether, 
on the second floor, there are six spacious offices, the 
largest of which is 16’ x 16’; the smallest, 12’ x 19’. 
There are also three bathrooms, a ladies’ lounge, and 
ample closet space in every room. 

The third floor has been completely remodeled into 
one large room. It also has a lavatory and enough 
storage and closet space to make any architect or artist 
happy. A battery of windows have been added to the 
north, which lets in a maximum of natural light. Mod- 
ern luminescent lights supplement this. Although un- 
occupied at the present time, this space will probably 
be rented out for an architect’s studio. Or, if the 
agency gets growing pains, there’s plenty of room for 
expansion. 

Visitors have come and gone, and they've all been 
unstinting in their praise and admiration. As a woman 
editor of a national woman's journal expressed it, “It 
seems more like a home than an office.” That's the 
way the employes feel about it, too. Working condi- 
tions are just about as pleasant as it is possible to make 
them. The home touch—fireplaces, colorful draperies, 
unusual but very utilitarian, and modern bathrooms, 
recreation facilities, a man-size kitchen—is a wonder- 
ful and welcome change to Perry-Brown employees. 
They're all for it, this home at the office, and wonder 
why other offices don’t avail themselves of similar op- 
portunities. 


THE KORDA-ROOM 


(From page 40) 


ing the equivalent of a desk and a reference table, re- 
duced office space requirement go per cent or more 
and permitted up to 35 per cent more people to oc- 
cupy a given floor space. 

Further, the du Pont-developed L-shaped desk, with 
its built-in accessories, puts everything within arm’s 
reach. For workers who constantly refer to records, 
manuals, reference data, books, and similar material 
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the new type of office furniture seemed to suggest a 
profitable convenience. 

The Korda-Room commercial application of the 
du Pont idea was therefore selected by Forbes. 

The new Forbes offices have already proven the 
strategic value of the movable Korda-Room. Partitions 
are moved simply by moving the desks. Executives 
and other employees who formerly required relatively 
expensive private or semi-private offices are now 
housed, and they say more comfortably, in consider- 
ably reduced floor space. Over-all attractiveness of 
office layout has been enhanced, the company feels, 
office noise has been decreased, and personnel efficiency 
and morale has increased. 


COMING EVENTS 


Controllers Institute of America. .September 17th-20th 
19th Annual Meeting 
Edgewater Beach Hotel, Chicago 


National Institute of Governmental Purchasing 
October 8th-11th 
Fifth Annual Conference and Products Exhibit 
Hotel Schroeder, Milwaukee 


Institute of Newspaper Controllers & 
Fimance Officers ...........+.+: October 15th-18th 
Cleveland Hotel, Cleveland, Ohio 
Systems & Procedures Association of America 
October 19th-20th 
1950 National Systems Meeting 
Hotel New Yorker, New York 
National Business Show Oct. 23rd-28th 
Annual Show and Office Week Forums 
Grand Central Palace, New York 
Industrial Management Society... November 2nd-3rd 
Annual Time, Motion & Management Clinic 
Sheraton Hotel, Chicago 


MEN IN THE NEWS 


Thomas A. Edison, Inc., West Orange, N. J., announces 
the appointment of Austin Cunningham as assistant man- 
ager of the company’s Ediphone division. He succeeds 
Charles T. Jacobs who was recently elevated to the position 
of vice-president and manager of the division. Mr. Cunning- 
ham joined the company in 1945. 


The board of directors of the SoundScriber Corp., New 
Haven, Conn., announced the recent election of Walter J. 
Niles as president. He assumes his new post with more 
than twenty-five years’ experience in the production and 
marketing of office equipment. Prior to joining Sound- 
Scriber, Mr. Niles was president of the Frederick Hart Co., 
Poughkeepsie, N. Y., and was an executive of the North- 
east Electric Co., in Rochester, an IBM subsidiary. 


D. E. Clifton has been appointed director of the market- 
ing personnel division of Burroughs Adding Machine, 
integrating the personnel procedures and practices involving 
some 7,000 field representatives throughout the world. 

Burroughs also made known the appointments of David 
P. Smith as a division sales manager, and Robert R. Adams 
as manager of the Rochester, N. Y. branch office. 
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LET US TELL YOU 
WHERE 10 GET IT 


Whenever you are in need of any 
type or brand of office equip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 
EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 
with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 
niture and appliances. 


Ask us to help you solve your 
office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 


212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 


You'll spot the improvement the 
first time you see your letters or other 
documents reproduced on new, low- 
cost Kodagraph Contact Paper. 

Your photocopies will have a new 
sparkle ... with, every detail sharp 
and clear . . . in dense photographic 
blacks, clean whites. 

Furthermore, your operator will 
report a big improvement in produc- 
tion, too. She can give you faster 


.eewhen you use this new |. 


“Kodak sp A\ 7 


service .. 
Kodagraph Contact Paper has wide 
latitude and exceptional uniformity 
... Which eliminates the need for 
split-second timing and _trial-and- 


. with less paper waste, for 


error testing...reduces “re-makes.” 


Make your next order “Koda- 
graph Contact Paper”. . . and see for 
yourself. It’s low in price... and 
made by Kodak specifically for use 
in all types of contact photocopiers. 


Kodagraph Contact Paper 


“THE BIG NEW PLUS” IN THE OFFICE-COPY FIELD 


Mail coupon for 7 
free booklet 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
oe. Rochester 4, N. Y. 


Gentlemen: Please send me a copy of “Modern Document and Drawing Repro- 
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duction”. . . your new free booklet giving full details on Kodagraph Contact Paper. 
Name Department 
(please print) 
Company 
Street. 
State 4 Sse 
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]ypore 
"GTEADY 


Easier to work with than many bosses — consistently more 
reliable than many boy friends. Weldon Roberts Erasers 
TRI-PLY and SUEDE cre dependable, quality ‘‘steadies" 
of countless typists. ' 


Both numbers octagonal- 
shaped. In brush-top 
styles, too, for giving 
eraser crumbs a quick, 
clean brush-off. No. 3900 
TRI-PLY WHISK—No. 9000 
SUEDE WHISK, both with 
_durable plastic holders, 
pebble grained to prevent 
finger slipping. 


Weldon Roberts Erasers 
please the most work- 
ers, do the cleanest 
erasing in the least 
time. Your dealer has 
Weldon Roberts Eras- 
ers in the styles best 
suited to your require- 
ments. 


WELDON ROBERTS RUBBER CO. 


Newark 7, N. J. : a 


MEN IN THE NEWS 


Two recent appointments made by the Underwood Corp., 
1 Park Ave., New York, include those of Walter J. Wendt 
as regional manager, with headquarters in White Plains, 
N. Y., and §. B. Dickens, Jr., who has been named as man- 
ager of the Austin, Texas, branch office. 


I. L. Goddard has been appointed manager of the Tren- 
ton, N. J. branch office of the Underwood Corp., 1 Park 
Ave., New York, according to a recent announcement by 
W. F. Arnold, vice-president and general sales manager. 
Mr. Goddard joined the typewriter company in 1935. 


The appointments of Gustave J. Rebsamen as assistant 
secretary of the World Trade Corp., and James W. Birken- 
stock as executive assistant, have been announced by the 
International Business Machines Corp., 590 Madison Ave., 
New York. 


Several appointments have been announced recently by 
the Burroughs Adding Machine Co., Detroit. Arvin W 
Harrington has been named manager of the San Juan, 
Puerto Rico branch, succeeding H. V. Eicher, who returns 
to the home office. 


WITH THE ASSOCIATIONS 


OFFICE MANAGEMENT AND EQUIPMENT 


The board of directors of the Society for Advancement of 
Management announces the following slate of new national 
officers elected recently: Dillard E. Bird, New York, presi- 
dent; Leon J. Dunn, Hartford, Conn., vice-president; How- 
ard K. Hyde, Washington, D. C., secretary, and Bruce 
Payne, Westport, Conn., treasurer. 

President Bird is a well-known educator, writer, and ad- 
ministrative consultant in the management field. 

The Society is a professional management organization of 
more than 10,000 members, represented by fifty local chap- 
ters in cities throughout the United States. 


New Negative Paper Announced 

The Haloid Co., 50 Haloid St., Rochester, N. Y., an- 
nounces a transparent negative paper which it calls Transa- 
loid. It is said to be an excellent medium for true-to-scale 
reproductions of tracings, all types of diazo prints, white 
prints, and for making offset plates, including halftones. 
Transaloid is also said to be helpful in making prints from 
discolored copy. 


Commercial Controls Opens Gotham Office 
Commercial Controls Corp. of Rochester, N. Y., an- 
nounces the opening of its new sales-service offices at 103 
Park Ave., New York, where a complete line of their mail- 
room equipment and office machines will be on display. 


Consulting Firm Incorporated 

Mrs. Wallace Clark, who has headed Wallace Clark & 
Co., 521 Fifth Ave., New York, international management 
consulting firm, since her husband’s death in 1948, an- 
nounces the incorporation of the business, and as president 
she will direct the activities of the new company. Directors, 
in addition to Mrs. Clark, are Alfred C. Bruce, William E. 
Camp, J. Coburn Musser, William B. Nicholas and David 
Remer. 

The experience of this organization covers industrial con- 
sulting services for a clientele including five governments 
and leading industries in the United States and in twelve 
European counitries. 


$500,000 Plant for Ganete Press 


Ground has been broken and construction begun on the 
new $500,000 plant which will be occupied by the Gavrin 
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Known by all...and always wanted. Complete 
Morris desk equipment still leads the field! 


MORRIS FOUNTAIN PENS. A mark of dis- 
tinction. The utmost in writing efficiency 
with streamlined, smart appearance. A 
balanced pen for long hours of comfort- 
able writing...has 5 different quick 
“thread-in” replaceable points for every 
purpose. Choice of eight colors. 


MORRIS DIP SET. The “all-’round” writing 
implement. Same Morris quality and 
appearance. Satisfies routine workers and 
demanding executives alike with instan- 
taneous, efficient, smooth writing. No 
refilling or flooding...holds many months 
supply of ink. Choice of nine colors. 


MORRIS MEMO PADS. A “must” on every 
desk ... for the home phone too. Paper is 
readily accessible,.yet always kept neat 
by either gold plated bar that drops as 
paper is used, or plain “boxed-in”’ cor- 
ners. Plenty of room for imprinting here. 
Excellent premium or advertising spe- 
cialty. Choice of matching colors. 


MORRIS LETTERTRAY. Masterfully designed 
and engineered for every requirement. 
Two point suspension allows complete 
freedom of access from the entire front 
and sides. Easily adjusted for a single 
or double desk. Strongly constructed 
tiers are quickly added, either letter or 
legal size. 


MORRIS ASH TRAY The executive ash tray 
that’s plenty large enough for the heavy 
smoker, yet easily fits most every desk 
—perfect for the conference table. Glass 
liner is removable for quick cleaning. 
Sturdy STYRON base is available in 
grained Walnut, Mahogany, the new 
steel Gray or Bronze to match newest 
styles. 
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DESK EQUIPMENT 
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; Many famous users of Morris desk sets have 
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\ ” b i their seals or emblenis imprinted in gold. 
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desk equipment does “double-duty” 


The quality of Morris desk equipment exceeds 


that which is merely grand: 


“DOUBLE-DUTY” either as individual 
items or...a “Morris-matched” desk set, the sign 
of an efficient executive. The complete desk setting 
shown, pen set, memo pad and holder, “lettertray” 
and ash tray, retail for little more than the cost of 
one higher priced, yet comparable fountain pen set. 

Quality, efficiency and years of service have 
made Morris desk equipment the choice of exacting 
business men. 


MORRIS-MATCHED DESK SETS 


MORRIS PHONE REST 
The easily adjusted phone rest that 
holds the phone in place without 
crimping your shoulder or strain- 
ing your neck. For the Executive, 
the Secretary or the home. Have 


THE SYMBOL OF GOOD TASTE IN DESK EQUIPMENT lite cosice. Pertect ae a eemaxes 


The BERT M. ORRIS CO. 
“JF 8651 W. Third St,, Los Angele: 
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NEW MODELS 


NOW AVAILABLE 


from your dealer at 
NO INCREASE IN PRICE 


New smooth operation, new 
modern clear-view receptacles, 
new heavy-duty bases, 

all new in style. Equipped with 
Apsco’s world famous, 
heavy-duty cutters with the 
exclusive Apsco “‘undercut”’ 
feature—cutters that sharpen 
2% times as many points. 

Call your Apsco dealer and 
ask to see all three new Apsco 
Deluxe models. 


New “Giant Deluxe” 


New “Chicago Deluxe” 


PASTE ON PENNY POSTCARD AND MAIL TODAY 


AUTOMATIC PENCIL SHARPENER CO. 
1821 Eighteenth Ave., Rockford, Illinois 


CJ Send literature on your new models and name of 


nearby Apsco dealer. 
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| Press, Webster Ave., New Rochelle, N. Y. It will provide 


60,000 square feet of plant space, an additional 6,000 feet 
of offices, and a 100-car parking lot. Arthur J. Gavrin, 
president of the company, says the new facilities will enable 
his firm to double its present operational capacity. 


Safety Seminar Held 


A two-week seminar in public utility safety, sponsored 
jointly by Ebasco Services, Inc., 2 Rector St., New York, 
and New York University, was held recently when repre- 
sentatives of utility companies from all over the country 
“went to class.” 

Purppose of the seminar is to teach safety and operating 
personnel modern practices and techniques in accident pre- 
vention administration and to acquaint the “students” with 
the latest developments in the field. 


Pitney-Bowes' Annual Report Issued 

New records in sales, profits, and profit-sharing, and new 
high levels of employment and payrolls were attained by 
Pitney-Bowes, Inc., Stamford, Conn., in 1949, according 
to the postage meter company’s thirtieth annoual report, 
mailed to 7,000 stockholders and 2,700 employees recently. 

Net profit amounted to $1,717,062, and the company’s 
annual payroll amounted to $9,770,000. There were 2,666 
jobs provided, and profit-sharing payments totaled $926,- 
500, of which $379,800 was in cash wage-and-salary divi- 
dends. $546,700 went into the employee’s retirement fund. 


Simplification Survey Findings 


Findings of a currently announced survey by Industrial 
Budgets, Inc., 846 Western Ave., Toledo, Ohio, producers 
of work simplification office equipment, call attention to 
tendencies very current today of merely employing another 
worker or another machine when office work starts piling 
up. 

The survey points out that such stop-gap methods, ra- 
ther than analysis of overall office systems and method 
operations, account for amazing office money losses that 
would not be tolerated in a factory operation. Time and 
motion study equipment is a suggested corrective. 


Management in the Classroom 
Two articles which have appeared in 
OFFICE MANAGEMENT, “Better Manpower Utilization” and 
“Office Work Simplification,” written by Jerome Barnum, 
Jerome Barnum Associates, Harrison, N. Y., management 
consultants, will be incorporated in manuals which Mr. 
Barnum will use in courses he is conducting at the Whar- 
ton School, University of Pennsylvania, the Management 
Institute of New York University, and at the summer 
management course at the Wharton School of Business. 
Mr. Barnum is a well-known lecturer, writer, and re- 
searcher in modern management policies and techniques. 


recent issues of 


Asks End of Warning Signal Requirement 

Terming it “unnecessary and a serious handicap to busi- 
ness telephone calls,” Dictaphone Corporation has requested 
the Federal Communications Commission to waive its re- 
quirement of an interruptive signal on recorded business 
telephone conversations. 

“The FCC ruling calling for a high-pitched signal every 
fifteen seconds of a recorded telephone conversation now 
has been in effect for eighteen months,” said Charles E. 
Hallenborg, executive vice-president of Dictaphone Cor- 
poration. “This has been long enough to prove the signal is 
not needed and, in fact, has placed an unfair burden on 
business.” 

According to Dictaphone, a recent survey of business 
firms.using telephone recording machines revealed wide- 
spread resentment against the annoyance and the added cost 
of the required signal. Many firms reported the signal ac- 
tually blocks out the conversation. 

“We have asked the FCC to revise or waive its require- 
ment of a signal—at least so far as telephone recording by 
business is concerned,” Mr. Hallenborg said. “In making 
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finest checking and 
marking crayon made! 


a; (WASHABLE SILK CRAYON Wo.295_ 


ROR tev Bo 


AB nn Bat 
MADE IN USA. STAON AL No. a | 


warTemenoor No.7 “ 


—— "~~" STADNAL F 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Sur- 
faces; for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers. etc. 


Gold Medal Products Lead on Merit 


BINNEY & SMITH co. 


41 East 42nd Street, New York 17, N. Y. 


EVERY DAY... 


A NEW NEED FOR 
+ 


42, Day after day, modern office procedure 

calls for aids to smoother and more 
efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
dress labels, paper fasteners and the 1001 
Dennison products that make work easier. 


Dennison offers you a complete line of tags, labels, 
seals and other paper specialties—all designed to 
save time and eliminate errors. 


Dennison Goods are on sale at stationery counters 
everywhere. 
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Pencils that can stand the gaff of 
daily office routine, and resist the 
common breakage so irritating to the 
office worker, pay you a double divi- 
dend—in lowered expense and less 
work interruption. 


aE 


Such pencils are General’s Pencils 
. . . because General’s are Carbo- 
Welded* to give longer, more de- 
pendable use . . . actually assure you 
of visible savings in time and money. 
Why not begin your savings now by 
ordering General’s from your dealer 
today. 


* General's exclusive process that 
binds lead to wood in one, insepa- 
rable unit. 


Be Sure to Ask for 
These Office Leaders! 


SEMI-HEX OFFICE PENCIL 
5 degrees: No. 1-2-2 2/4-3-4 


COLOR-TEX THIN-LEAD 
(Wet-Proof) 
COLORED PENCIL 


30 Brilliant Colors 
Ee Packaged in 4 gross boxes of one 


. color, each; also in sets of 12 and 
af 24 assorted colors. 


GENERAL 
PENCIL COMPANY | 
67-73 Fleet Street 
Jersey City 6, N. J. 


i 


a 


| 


Wtakere of. Fisce Faavoile wivce /fF9 


68 ‘OFFICE. MANAGEMENT AND EQUIPMENT 


this request, we know we are expressing the sentiments of 
other manufacturers of telephone recorder instruments and, 
of more importance, the feelings of thousands of firms who 
rely on these helpful business machines.” 

Mr. Hallenborg stated that, in his opinion, no control of 
business telephone recording is necessary. He added that 
business telephone recording should not be confused with 
wire tapping, which involves a third party listening in and 
which, as it should be, is prohibited by Federal statute. 

“In the twenty years of telephone recording before the 
FCC made a signal compulsory,” declared Mr. Hallenborg, 
“there wasn’t a single complaint filed with the FCC, or with 
the telephone company. Now users are up in arms against 
the signal which is hindering an efficient business practice. 
As a matter of fact, our survey disclosed that many firms 
insist upon and actually are recording business conversa- 
tions by means which do not include the signal.” 


An Advance in Systematic Methods Analysis 


The idea of systematic improvement of business methods 
through analysis of objectives and procedures won another 
important foothold recently, when, with the personal greet- 
ings of Mayor William O’Dwyer, thirty management ana- 
lysts of city agencies in New York finished an especially 
designed advanced training program at the City College. 

Representing an important development in furthering the 
use of modern methods, the program is believed the first 
to be organized on a regular college graduate-level basis 
for analysts in municipal or other government agencies. 
Thirteen large companies and well-known management 
consultant firms assisted by contributing the services of 
their experts as guest lecturers on successful new methods. 

With this assistance, the analysts studied such subjects 
as techniques of management surveys, construction of 
charts for presenting reports, forms, uses of statistical 
methods in compiling and analyzing data, methods of 
measuring work performance, and principles and _ tech- 
niques in planning and coordinating production. 

The program is the fruition of a project begun some 
two-and-a-half years ago with the aid of the business man- 
agement unit of City College’s Midtown Business Center 
at 430 West 50th St., New York. 

The project helps to fulfill Mayor O’Dwyer’s personal 
directive of 1947 instructing the Budget Bureau to set up 
the division of analysis to promote efficiency in the City’s 
109 departments and agencies. One of the first obstacles 
encountered by the Bureau was the absence of personnel 
qualified for such work. The needed combination of fa- 
miliarity with municipal government procedures and up-to- 
date knowledge of business methods proved to be ex- 
tremely rare. The training fills the gap by supplying the 
knowledge of business methods to people familiar with 
the city departments. 


Perforator Introduced by Cummins 


The Cummins Business Machines Corp., Chicago, is in- 
troducing the Cub perforator with fixed wording. Origi- 
nally made to cancel government bearer securities, the 
new model is now equipped to serve general business with 
any one of several fixed words, including “paid,” “void,” 
and “canceled.” 

Model has easy hand-operation, is lightweight, and can 
be had with special custom wordings. 


Printer's Aid to Business 


In the first of a series of four-color, full-page advertise- 
ments to appear in the Saturday Evening Post during 1950 
as part of its advertising campaign, the Hammermill Paper 
Co., Erie, Pa., has featured the assistance which the printer 
gives to all business. 

“You couldn’t stay in business without your printer, let 
him be your partner in designing printing that gets things 
done”, the copy says in part. 

“Your printer is one of the most valuable business coun- 
selors you have. For no one is better qualified to help you 
plan business printing that will create the right impression 


for your firm, speed up your office work, and help cut down 
August, 1950 
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WE SPECIALIZE IN 


VISIBLE RECORD SYSTEMS 


Solving problems of 
INVENTORY CONTROL 
ORDER CONTROL 
PRODUCTION CONTROL 
SALES CONTROL 


the unique system of 
visual control now in 
use by more than 9500 
companies. 
This illustration of the Desk Type ROTOR-FILE snows how the operator, while 
in a seated position, has thousands of records within easy reach and view—No 
Si NWa-Llok stretching or pulling of drawers — The records come to her! Other ROTOR- 
4G FILE models contain anywhere from a few thousand cards to over 100.000 cards. 
ROTOR-FILE INSURES — BFFICIENOCY — ECONOMY — SPEED! 


the most amazing im- 
provement in visible 
record equipment in 
25 years. 


No obligation to investigate 


WASSELL ORGANIZATION, Inc. 


WESTPORT, CONNECTICUT * Westport 2-4112 


@ Facts exposed for all to see and understand 


OF PARAMOUNT IMPORTANCE 
TO EXECUTIVES... 


“Coordinating Systems Work with 


Management Planning’ 


This is the theme of the 1950 NATIONAL SYSTEMS MEETING, 
a two-day conference of the SYSTEMS AND PROCEDURES 
ASSOCIATION OF AMERICA, October 19th and 20th at the 
HOTEL NEW YORKER, New York City. 


SYSTEMS EXPERTS from business and industry 
will cover such topics as— 


"Integrating the Systems Organization" 
"Investigation—Backbone of Systems Work" 
"Standardization for Better Management" 
"Application of Systems Work to Management" 


The meeting is open to executives and others in- 
terested in organization and methods work. 


For conference registration information write to 
Gibbs Myers, 100 Kingsland Road, Clifton, New Jersey 
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g file: 


N 
Goin and see your ar ialieiar. 


Explain your filing problem to him — and 
if he hasn’t a Smead File, which completely 
satisfies your requirements, he'll get in touch 
with us and we'll build one to answer your 


needs. THE Sescecaed MANUFACTURING CO.INC. 


PURITAN CHURCHES HAD AN OFFICER 
WHOSE WEIGHTED “TITHING ROD” 
ROUSED SLEEPY WORSHIPPERS WITH 
A HEARTY KNOCK ON THE HEAD 


AS EFFICIENT AS A TITHING ROD 
TO ASSURE ATTENTION ARE 
GRAFFCO MAPTACKS 
MARKING IMPORTANT POINTS 
ON STATISTICAL CHARTS AND MAPS. 


¢ @ 


MAPTACKS 
and SIGNALS 


CAMBRIDGE 40, MASS. 


GEORGE B. GRAFF CO., 
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errors and waste. That’s because your printer really knows 
paper. He works with it every day ... and he knows how 
vitally essential it is to select the right paper for each of 
your business printing requirements.” 


DuPont Proposes Pension Increases 

A proposal increasing pension benefits was made 
recently by E. I. duPont de Nemours & Co., Inc., Wil- 
mington, Del., to all its employees. The proposal, subject to 
ratification by the stockholders, would increase pension 
payments at all levels, without cost to employees. In addi- 
tion, it would set a $100-a-month total minimum retirement 
income including primary Social Security benefits at age 
65 for employees of 25 or more years of service. The pro- 
posal is a further modification of the DuPont pension plan 
which was first established in 1904. 

Officials said that at present rates of pay, a very large 
percentage of 25-year men retired over the next decade 
would receive more than $100 monthly in retirement in- 
come. “Average wages are now well above the scale that 
would require the use of the minimum pension. provisions 
for age retirements under the proposed plan,” it was noted. 


Rem-Rand Acquires Film Reader Rights 

Remington Rand, Inc., 315 Fourth Ave., New York, has 
acquired the exclusive sales rights to the American Optical 
Co.’s electronic drive 16mm microfilm reader, the com- 
panies announced recently in a joint statement. The 
reader will hereafter be sold only through Rem-Rand sales 
outlets. 

The reader, equipped with interchangeable lenses, per- 
mits the viewing of microfilmed material in varying de- 
grees of reduction from 17 to 37 diameters. It is light and 


can be transferred quickly from office to office, it was 
stated. 


Service for Sales Managers Available 

Walter Horvath, sales and marketing consultant, 192 
Lexington Ave., New York, announces a new service for 
the sales manager whose field staff is of limited size. This 
is in the form of a review, with an entire one-day con- 
ference devoted to a discussion of the particular problems 
that the sales manager may have. Conferences are held 
in the sales manager’s own offices and are conducted by 
Mr. Horvath personally. 

The nature of subjects that can be discussed range from 
interviewing, through initial training, manuals, research, 
and many others. The fee for this service is $150. 


Muzak's Sales Volume Up 

The business volume of the Muzak Corp., which pro- 
vides music in offices, factories, and institutions, has in- 
creased 800 percent in the last seven years, it was disclosed 
recently as Muzak franchisers assembled at their annual 
regional convention in Chicago. Representatives from six- 
teen Midwestern cities attended. The company’s national 
offices are located in New York. 


Water-Saving Aids an Industry 

New York City’s new water-saving regulations have 
stimulated the air conditioning industry and benefited the 
consumer, United States Air Conditioning Corp., Minne- 
apolis, announced recently. 

Bernard Leventhal, Eastern regional packaged refrigera- 
tion manager, 420 Lexington Ave., New York, explained 
that the use of evaporative condensers on many models of 
air conditioners not only save up to 95 per cent use in 
water, but also save wear and tear on the machinery. 

“This saves water bills and mainteance,” Mr. Leventhal 
said. He added that the tremendous demand for economiz- 
ers such as evaporative condensers and water towers, fol- 
lowing the recently issued rules of Stephen Carey, Depart- 
ment of Water Supply, will result in helping make New 
York City and other drought areas more conscious than 
ever of the necessity of saving water. 

Another factor adding to the air conditioning efficiency, 
Mr. Leventhal added, was the so-called “package” units 
which are assembled complete in the factory, ready for 
immediate installation. 
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Be sure to look 
for this name - 


it’s the only way to be sure! 


THE ARTGUM BRAND, standard for half 
a century. A product of The Rosenthal Co. 
45 East 17th St., New York 3. 


New! 
TRANSALOID 


TRANSPARENT NEGATIVE PAPER 
Saves upp to 50% in costs! 


The ideal medium for true to scale reproductions 
of tracings, all types of diazo prints, 
white prints, and for making 
offset plates 


@ It's good business to keep up to date on new and improved 
products even if your present materials seem to be satisfactory. 
Transaloid's versatility makes it a natural in any reproduction 
department. Ideal for making diazo and white prints in quantity. 
Stands up without curling or turning brown. Excellent for use in 
making prints from discolored copy. Makes fine offset plates 
including halftones. 

Tr loid is the answer to dependable, lower cost negative 
material. One large industrial organization reports on savings 
of 33'4% in costs. Test it in your own plant at no risk to you. 


We will send you 1 dozen sheets 10” x12” 
Transaloid Negative Paper at the special 
price of $2.00 postpaid. If you are not com- 
pletely satisfied, we'll refund your money. 


The Haloid Company, 50-63 Haloid St., Rochester 3, N. Y. 


BRANCH OFFICES IN PRINCIPAL CITIES 
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The Binding of | 
OFFICE RECORDS | 


|| —at its Simplest and | 
Best with | 

ACCO FASTNERS 
ACCO PRODUCTS, Inc. 


| OGDENSBURG, NEW YORK 
In Canada: Acco Canadian Co., Limited, Toronto 
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New, Improved DRI-KWIK 
See Stamp Pad 


STREAMLINED FOR 
GREATER EFFICIENCY 


Dri-Kwik's newly designed box with rolled edges 
and rounded corners is modern, smart-looking, with 
the kind of eye-appeal that stimulates sales. Now 
available for immediate delivery—Sizes {1—24%/, 
x 41/4" and ¢2—3'/," x 61/4". 

ALSO 

Deluxe and Special Business Outfits @ Sign Makers 
and Chart Markers @ Fulton Stamp Pads and Ink 

© All Weather Wocd Block Pads and Ink @ Achilles 
and lron Castor Racks @ All Types of Marking Inks 
(submit sample of material for faster service) ® New 
Style — Open Face — No. 40 Pica — 42 Premier 


Dates. 
Prompt Shipments Write for Catalog Today 


FULTON Morking Equipment Co. 


82 Fulton Street Elizabeth 1, N. J. 
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Ms ’ : ‘duplicating with black or colored inks. 
eet Inked from ovtside ... no ink touches the _ 
; bis rotary cylinder, Ne fuss—no muss. _ 
Perfect registration produced by the sturdy and _ 
compact Model 24 Lettergraph means 
better printing from post cards to letter 
size. Operation and adjustments are quick 
and easy, and the surprise low price makes 
it your best buy in rotary duplicators. 


Write for Complete Catalog : 
Offered by Leading Dealer's Everywhere 


THE HEYER CORPORATION 


1848 South Kostner Avenue * Chicago 23, U.S.A. 


SPONGEX CHAIR CUSHIONS SELL 
When You Buy at These Prices 


One Dozen Two Dozen Gross 
Ormore ormore or more 


144%" 15" 1" $1.20ea. $1.00ca. $ .85 ea. 
16%" 17" 1" $1.50 $1.25 $1.06 
16%"17" 2" $2.40 $2.00 $1.70 


Reversible covers — attractive 
green or brown frieze on one 
side, rattan-like fibre on reverse 
side. 

Stenographer cushions (123R) 
and Standard cushions (125R) 
made of bonded, shredded 
sponge rubber. Executive cush- 
ions (225R) made of light-. 
weight, bonded Texfoam. 
Order assorted styles as desired 
—figure prices on total quan- 
tity ordered. 

Minimum order on one style is 
one dozen. Terms: 1% 10 days, 
net 30 days, F.O.B. Shelton. 


Order from 
THE SPONGE RUBBER PRODUCTS CO. 
314 Derby Place, Shelton, Conn. ‘ 


Steno Size 
Spongex 123R 


Standard 
Spongex 125R 


Executive 
Texfoam 225R 
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CLASSIFIED ADVERTISING 


Rates are |5c a werd. Minimum charge $3.00. Payable 
in advance. Address replies to. all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Help Wanted—Male 


BUSINESS MANAGER, 45 to 50 years of age; for large health or- 
ganization; only qualified person with extensive experience in office man- 
agement, accounting, purchasing, personnel practice need apply. Business 
Administration degree preferred. Write _ stating education, qualifica- 
tions, experience; salary required. OM-8 

BRANCII MANAGER WANTED—Leading steel office furniture manu- 
facturer desires applications from men experienced selling office equipment 
Pa i national accounts and with ability to train and direct salesmen. 


Position Wanted—Male 


SALES EXECUTIVE with outstanding record in sales, sales promotion 
and sales training secks position where 29 years of experience in_the 
office equipment and home appliance field can be profitably utilized. Past 
earnings up to $12,000 annually. Willing to consider any dum proposition 
in sales, management or training. References. OM-80 


Position W anted—Female 


COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Service, 8 Broad- 
way, New York, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your om ae, is covered and present position 
protected. ite for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
Buffalo 2, New York. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high- -grade 
men, specializes in par ne gl —— service, in opering contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams. 
2220 W. Grace St., Richmond, Va. 


BUSINESS ADM.: For Profs. Advertising, Accounting, Mgt., Mktg., 
Retailing. etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Ageney, East Lansing, Mich. 


For Sale or To Buy 


BOOKKEEPING SYSTEM—Sacrifice 1,000 simplified, self-explana- 
tory, self-analyzing, complete one book Apex two year business account 
record. Acknowledged finest, most comprehensive small business sys- 
tem. Retails $22.50. Latest edition. One dozen minimum $4.00 each. 
er ee Systems Inc., 192 Lexington Avenue, New York 
16, > 


OFFICE MACHINES expertly rebuilt, bought, sold. Parts and sup 
plies. Wholesale, export. eckwriters. adding machines, calculators 
Check Writer Co., Inc., 169 William St., New York 7, N. Y. 


ACCOUNTING, BILLING, Bookkeeping and Analysis Machines. = 
furnish all special features ‘and rebuild the machines you order to 

direct specifications. All machines uncenditionall Ceo Inquiries 
invpet We are also buyers of all makes of o 


FOR THE World’s most beautiful desk plate, send $2.95 and name de- 
sired to Mail-N-Post, Wapping, Connecticut. Satisfaction or money 
guaranteed. 


CALCULATORS—Monroe, Friden, Marchant. Greatly reduced i 
A-1 condition. 1 year guarantee. Monroe Electrics from $69.50. rite 
for our free decimal nit charts. AAA Adding Machine, 438 West 
38 St., New York 18, N. Y 


Patent Attorney 


pi gga Page ~~ og) secures patents, trade marks, copyright; call or 
our sketch or model. Confidential advice, literature, Z 1. 
POLACHER, 1234 Broadway, New York City. 
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Trademark 


TRANSFILE scan FILES 


are the practical, low cost method of keeping 
semi-active and inactive records accessible at all 
times. Reinforced by steel, each file is a complete 
filing unit in itself. Units can be stacked into 
strong, rigid batteries. Steel front is available 
on 2 styles. Roller bearing drawer suspension is 
available on the De Luxe model. Check your 
stock and order today. 


e 3 STYLES e 13 SIZES 


Write for Your New Gussco Filing Supply Catalog 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


Metal tal plates 


WwW 
MULTILITH and DAVIDSON 


*electronic 
deep-etch plates §2°° pra 


*Electronic Deep-Etch Plates give MORE 
impressions and FINER reproductions 


Now at no extra cost 


Ladd SEND FOR COMPLETE PRICE LIST OF NEGATIVE 
SERVICE, PLATES, AND SUPPLIES 


MICHAEL LITH COMPANY 
141 W. 45th. * NEW YORK 19 


of seventy-five years ago looked like 
this. Today he has doffed the checks, 
the high hat and the walrus mustache, 
but he still depends upon his 


Beach's 
“Common Sense" 
Expense Book 


to give him a quick, accurate record of 
his traveling expenses. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2 


eae ee ll ee 


_ CONTAIN THE STRONGEST AND 
SMOOTHEST LEADS YOU CAN 
BUY FOR COMMERCIAL USE. 


ITH 
PROCESSED 
FUSE-TEX \\ 
LEADS 


NATIONAL PENCIL CO. 
SHELBYVILLE, TENN. 


220 FIFTH AVE. am 
NEW YORK 4, if your 
N. Y. local supplier 
cannot serve 
you... write 
to us for free 
semple 


August, 1950 
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Clas Care . ie 


Nail type Machine screw attachment fer anne 
for wood for flat metal tubular legs 


Finest-made ... they save floors... slide 
chairs easily, quietly! 


We're so sure you'll find that Bassick rubber cushion 
glides are best for floor care, we say, “Try a sample 
set ...on us!” Mail the coupon! 

No finer, smoother-sliding glides at any price. And 
longer-wearing, due to heavier gauge steel base with 
greater depth of hardening. 


Smoother rolling 
with Bassick 
“‘Diamond-Arrow” 
Casters! 


Ideal where quickest, easiest, 
silent movement's a “must”! 
Patented two-level, ball-bear- 
ing construction assures freest 
swiveling. Highest quality 
wheels protect floors. THE 
BASSICK COMPANY, Bridge- 
port 2, Conn. Division of 
Stewart-Warner Corp. In 
Canada: Bassick Division, 
Stewart- Warner - Alemite 
Corp., Ltd., Belleville, Ont. 
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THE BASSICK COMPANY, Bridgeport 2, Conn. 

Please send me absolutely free a set of your rubber cushion glides for: 
Wooden legs [) Flat metal legs [) 
Metal tubular legs () (state inside diameter of tubing) 


NAME. 


TITLE. 
ADDRESS. 


CITY. ZONE. 


STATE. 


Making more kinds 

of Casters... 

Making Casters 
do more 
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